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MILPERSMAN 1050-010

DEFINITION OF LEAVE

Responsible | CNO (N13) Phone: DSN 225- 3304
Office COM| (703) 695-3304
FAX| (703) 695-3311

Governing

. i DOD Directive 1327.5 of 24 Sept 85
Directive

1. Definition. Leave, as defined in Navy Regul ations, is the

aut hori zed absence of a nenber froma place of duty, chargeable
agai nst such nmenber according to the Armed Forces Leave Act of

1946, as anended.

2. Types of Leave. Following is a classification of |eave
types in terns of |eave accrued, chargeabl e, non-chargeable, and
t hat subj ect to checkage:

a. Earned (accrued) |eave
b. Chargeabl e | eave:
(1) Annual (ordinary) |eave
(2) Energency | eave
(3) Advance | eave
c. Leave subject to checkage:
Excess | eave
d. Non-chargeabl e | eave:
(1) Conval escent |eave

(2) Graduation | eave
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3. Definition 1: Earned Leave. FEarned |leave is the term used
to describe | eave accrued to a nenber’s credit as of any given
dat e.

a. Minus Leave Credit: Earned |eave nay indicate a m nus
| eave credit, but such amount of mnus |eave credit mnust not
exceed the anount of |eave that would normally be earned during
the remai ning period of obligated active duty.

b. Excess Leave: A mnus |eave credit on date of
di scharge, effective date of first extension of an enlistnent,
or separation fromactive duty is excess |leave and is subject to
checkage.

C. Ordinary Accrual Limit: The account bal ance of ordinary
earned or accrued | eave nust be reduced to 60 days at the end of
the fiscal year, except in the case of Special Accrual

d. Special Accrual Limit: For personnel authorized speci al
| eave accrual up to 90 days, while assigned to duty under
speci al circunstances, as defined in M LPERSMAN 1050-070.

4. Definition 2: Annual Leave. Annual |eave is the termused
to describe | eave granted in execution of a command s | eave
program chargeable to the nenber’s | eave account, and is al so
called ordinary | eave, as distinguished fromthe energency

| eave.

5. Definition 3: Emergency Leave. Energency |leave is the term
used to describe |leave granted for a personal or famly
energency requiring the nmenber’s presence. It is chargeable to
t he menber’s | eave account.

6. Definition 4: Advance Leave. Advance |leave is the term
used to describe |leave granted prior to its accrual to the
menber’ s | eave account, based on a reasonabl e expectation that
it will be earned by the nenber during the remaining period of
obl i gated active duty.
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7. Definition 5: Excess Leave. Excess leave is the termto
describe |l eave granted in excess of earned | eave and advance

| eave and during which the nmenber is not entitled to pay and

al | owances.

a. A mnus | eave balance at the tine of

di schar ge,

first extension of an enlistnent,
separation fromactive duty,
desertion, or

deat h

shal |l be considered as excess |l eave without regard to the
authority under which the leave resulting in a mnus |eave
bal ance was grant ed.

b. The pay and al |l owances received while on excess |eave
shal | be checked upon the nenber’s return from such | eave.

8. Definition 6: Convalescent Leave. Conval escent |eave is
the termused to describe a period of authorized absence granted
to persons while under nedical care which is part of the care
and treatnment prescribed for a nmenber’s recuperation or

conval escence. Conval escent |eave is not chargeable to nenber’s
| eave account.

9. Definition 7: Graduation Leave. G aduation |eave is the
termused to describe a period of authorized absence granted as
a delay in reporting to the first duty station in the case of
graduates of the Naval Acadeny who are appoi nted conm ssi oned
officers in the Armed Forces. G aduation |eave is not
chargeabl e to nenber’s | eave account.
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MILPERSMAN 1050-020

ENTITLEMENT TO LEAVE

Responsible | CNO (N13) Phone: DSN 225- 3304
Office Ccom (703) 695-3304
FAX (703) 695-3311

Governing DOD Directive 1327.5 of 24 Sept 85
Directive

1. Entitlement. Each nenber serving in the Navy on active duty
shall be entitled to accrue |leave at the rate of 2 % cal endar
days for each nonth of active duty except for periods listed in
t he bl ock bel ow.

2. Exceptions. Periods of

a. active duty of less than 30 consecutive days,

b. active duty for training with pay of less than 30
consecutive days,

c. lost time, and

d. excess |leave or other periods in a non-pay status.
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MILPERSMAN 1050-030

PoLICcy CONCERNING GRANTING OF LEAVE

Responsible | CNO (N13) Phone: DSN 225- 3304
Office COM| (703) 695-3304
FAX| (703) 695-3311

Governing DOD Directive 1327.5 of 24 Sept 85
Directive
1. Policy. Subject to such supplenentary regulations as may be

i ssued by higher authority:

a. Commanding officers or officers in charge may grant
| eave and liberty to officers and enlisted personnel under their
command or in their charge subject to such limtations as are
set forth in this article and pursuant to regul ations prescribed
by the Chief of Naval Operations.

b. The chief or commander of a bureau, command, or office
of the Navy Departnment is authorized to grant |eave and |iberty
to menbers on duty in their respective bureau, command, or
of fice, pursuant to regul ations.

2. General Objective

a. Oficers authorized to grant |eave shall establish and
regul ate schedul es to provide for maxi num use of earned | eave
consistent with

(1) operational and training workl oads,

(2) the mai ntenance of the required degree of
oper ati onal readiness, and

(3) the desires of the individual nenbers.

b. Al personnel shall be provided the tine to take | eave
annual ly in these prograns.
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3. Specific Objective and Rationale. O ficers in comrand shal
encourage and assist all nenbers to use, on the average, their
entire 30 days | eave each year

a. The Congress has provided conpensation for nmenbers who
were not able to use their |eave because mlitary requirenents
have prevented it, and personnel should not be required to
expend | eave immediately prior to separation sinply for the
pur pose of reducing | eave bal ances.

b. On the other hand, use of the | eave systemas an extra
noney program either as a nethod of conpensation or as a career
continuation incentive, defeats the intent of the Congress to
provide for the health and wel fare of service personnel.

c. It is, therefore, specifically intended that |arge | eave
bal ances shall not be accrued expressly for settlenment upon
separation or release fromactive duty.

4. Aggressive Leave Program Rationale

a. Experience has shown that vacations and short periods of
rest fromduty provide benefits to norale and notivati on which
are essential to maintaining maxi num effectiveness.

(1) The lack of such respite fromthe work environnent
adversely affects health and, therefore, availability and
per f or mance.

(2) It also intensifies the separation from honme and
famly that is a normal result of mlitary duties, and of
trai ning and operational deploynent from hone station or
homeport .

(3) Thus, it adversely affects attitudes of the famly,
i nfluencing career notivation and the noral e and performance of
the nenber. These are particularly inportant for those in
career service.

(4) They are major considerations in efforts to achieve

an all-volunteer force, to increase efficiency while reducing
manpower, and to reduce doll ar costs.
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b. An aggressive |eave programis, therefore, an essenti al
mlitary requirenent.

c. Persuasive pursuit of these policies at all levels wll
make a positive contribution to cost savings, to norale, |evel
of performance, and career notivation.

5. Annual Leave Program

a. Commandi ng officers nust establish annual |eave prograns
for their units to provide opportunity for all personnel to take
| eave, within the constraints of

(1) operational mlitary requirenents, and

(2) the degree of support for |eave provided in the unit
manni ng docunent .

b. They nust include positive prograns to encourage the use
of the opportunity to take leave as it is earned as respite from
t he work environnent.

c. Commandi ng officers shall ensure that the nenber does
not bear the responsibility of |ocating and arrangi ng for
necessary |leave reliefs or any other type of duty standby for
periods of |eave of 4 days or nore which have been requested and
granted prior to the publication of any conflicting duty list or
watch bill.

6. Frequency and Length. To obtain maxi mum benefit fromthe
obj ectives of annual |eave prograns, to both the nenber and
unit, they should provide opportunity to take frequent periods
of | eave, including the opportunity to take at | east one |eave
period each year, about 14 consecutive days in |length, and

| onger when possi bl e.

7. Refusal to Take Leave

a. Personnel who refuse to take | eave, when the opportunity
is afforded them on conmmand annual | eave prograns, shall be
counsel ed regarding their obligation to execute mlitary
progranms and poli cies.
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b. They should further be cautioned that such refusal may
result in the loss of earned | eave at a | ater date.

8. Persistent Refusal

a. Personnel who persistently refuse to take | eave, despite
counsel ing, adversely affect the objectives of |eave prograns.

b. Persistent nonconpliance with any mlitary policy nust
be actively dealt with as a matter of mlitary perfornance.

9. Successive Leave

a. Personnel should not be granted two or nobre successive
periods of |eave w thout performng duty between the term nation
of one | eave and the commencenent of the other, except under
emer gency or unusual circunstances.

Example: |f a nenber has an approved | eave period which

term nates on a Friday and has requested another period of |eave
to commence the foll ow ng Sunday, then the two | eave peri ods
shall be conbined into one, or the second period of |eave

di sapproved, unless the nenber perforns duty on the Saturday or
Sunday between the two | eave peri ods.

b. This policy is applicable to both regular and holi day
weekends.

10. Circumstances for Special Emphasis to Grant Leave. I n
pur sui ng maxi mum use of | eave, particul ar enphasis shall be
pl aced on granting leave in the follow ng circunstances:

a. Upon pernmanent change of station (PCS)

b. After periods of particularly arduous duty and
protracted periods of deploynent from hone station or hone port,
or when there is evidence of deteriorating health or norale.

c. \Were nenbers or their famlies have been personally
affected by floods, hurricanes, and simlar disasters.
Dependi ng on the circunstances and the conbat readi ness
requi renents of the unit, energency |eave nay be appropriate.
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d. During the traditional national holiday periods of
Thanksgi vi ng and Chri st nas.

e. For attendance at spiritual retreats or for other
religious observances for which liberty is inadequate.

f. Upon reenlistnent and augnentation from active reserve
to regul ar status.

g. During the preprocessing period incident to release from
active duty, to the extent of unused | eave.

h. Upon retirement, when requested, to the extent of unused
| eave.

11. Using Advance Leave. Advance |eave is a neans whereby
menbers with limted | eave accrued may be granted | eave to
resol ve energency and urgent personal or norale problens. As
such, it will reduce the need to accunul ate | arge | eave bal ances
as a hedge against future energencies. Use the table below in
determ ni ng how advance | eave shoul d be granted:

WHEN THEN AND
advance | eave such advance | eave shal
i's authori zed, normally be limted to the
| esser of
45 days,

t he amount of | eave that
will be earned during the
remai ni ng period of active
duty (current enlistnent,
not i ncl udi ng extensions,
for enlisted nenbers), or

whi l e serving an extension,
to the extent that |eave
w Il be accrued prior to
date of separation.
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WHEN THEN AND
consi dered of ficers granting and is subject to
necessary, advance | eave should |checkage of pay and

commandi ng of ficers
may grant advance
| eave i n excess of

45 days,

caution nenbers that
advance | eave
resulting in a mnus
| eave bal ance on date
of discharge, or

rel ease fromactive
duty, becones excess
| eave,

al | owances.

a nenber is

separated nore than
3 nont hs before
expi ration of the

current term of

service for the
pur pose of i mredi ate

reenli st nent,

t he unaccrued portion
of advance | eave
previ ously granted
shall be carried
forward to the new
period of service for
charge agai nst | eave
to be accrued.

excess | eave is

aut hori zed in

conjunction with

advance | eave,

care nust be taken
that | eave i s not
cal cul ated to accrue
during the period of
excess | eave

i nvol ved. Accrued

| eave shall be
expended prior to
advance | eave.

NOTE: Advance

| eave may not be
aut horized in
conjunction with
excess | eave

aut hori zed for
menbers in

pr of essi onal
degr ee,

of ficer
procur enent,

punitive
di schar ge,

adm ni strative
di scharge, or

di sability
di schar ge
progr amns.
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12.

Granting Leave in Emergency.

Use the table below to

determ ne how | eave is to be granted during energencies:

WHEN

THEN

AND

t he aggregate of al
granted (earned plus
advance plus excess) does
not exceed 60 days,

| eave

commandi ng

of ficers may
normal 'y grant
excess leave in
ener genci es.

in those instances, where
I n the conmandi ng

of ficer’s judgnent,

ener gency | eave which
exceeds 60 days, is

war r ant ed,

energency | eave i
excess of 60 days
may be aut hori zed
at the command

| evel ,

n [advance | eave
shal | be
expended prior
to excess | eave.

i n emergencies requiring
absence fromduty well in
excess of 60 days,

the nenmber will b
consi dered for
humani t ari an
reassi gnment of a
per manent or
tenporary nature.

e

consi dered appropriate by
the commandi ng officer

officers serving their

initial term of
obl i gated service, and
enlisted personnel with

| ess than 8 years of
servi ce,

menbers may be
consi dered for
har dshi p

di schar ges.

13.

Proceed and Travel Time Concurrent with Leave.

Proceed and

travel

in cases where prevailing instructions grant
reporting in connection with a transfer.

time are not authorized in conjunction with | eave except

| eave as delay in
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MILPERSMAN 1050-040

LEAVE FOR MILITARY PERSONNEL

Responsible [ CNO (N13) Phone: DSN 225- 3304
Office Ccom (703) 695-3304
FAX (703) 695-3311

Governing DOD Directive 1327.5 of 24 Sept 85
Directives DIMS, Procedures Training GQuide (PTG

1. Granting Annual or Emergency Leave. Wen dealing with
annual or energency | eave requests, conmmanding officers

a. are encouraged to grant annual |eave to personnel when,
service requirenents permt, to the extent of earned | eave plus
30 days advance | eave, total not to exceed 60 days at one tine,
except as regards to reenlistnent | eave discussed in
“Reenlistnment Leave” bl ock bel ow.

b. may judiciously authorize any conbi nation of regular,
advance, or excess |eave for the purpose of granting energency
| eave.
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2. Granting PCS Leave.
change of station (PCS)

See tabl e bel ow for granting pernmanent
rel ated | eave and exceptions thereto:

WHEN ... THEN ...
a menber has been issued PCS 30 days of leave will be
orders to a new duty stati on, aut hori zed, consisting of earned

and advance | eave only, no excess
| eave will be authorized.

Definition of Excess Leave:
Excess | eave is defined as | eave
t hat cannot be earned prior to
expiration of active obligated
servi ce.

the follow ng situations occur:

i medi ate availabilities from
hospital s, al cohol or drug
rehabilitati on centers,

decomm ssi oni ng,
separation orders,

a second PCS nove within a 12
nont h peri od,

a need to neet key depl oynent,
to or froman SSBN, and

such unusual circunstances as

Exceptions to the 30 day del ay may
be made.

overseas isolated duty stations
or, in certain instances, upon a
nenber’ s request,

death, illness or detachnent
for cause.
personnel are returning from | eave up to 60 days may be

gr ant ed.
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3. Granting Graduation Leave.

when granting graduation | eave to m dshi pnen:

Use the rules in the tabl e bel ow

WHEN ...

THEN ...

AND ...

upon graduation from
the Naval Acadeny, the
ni dshi pmen are

appoi nted conmi ssi oned
officers in the Arned
For ces,

graduation | eave nmay be
granted not to exceed
60 days, to the extent
consistent with service
requi rements and ot her
exi genci es.

extensions of this
graduati on | eave
period are necessary,

the extensions will be
charged to the
officer’'s | eave
account .

assi gning the fornmer
m dshi pmen to their
first duty station

t he nunber of days for
graduation | eave w |l
be stipulated in the
orders, issued by the
depart ment concer ned.

in certain cases

ni dshi pmen are
assignhed to tenporary
duty at the Nava
Acadeny i nmedi ately
upon graduati on,

t he graduation | eave
may be granted by the
Superi nt endent, Naval
Acadeny, conmenci ng on
various dates to be
determ ned by the
Superi nt endent .

as a rule, the Navy
Departnent limts
graduation | eave to
approxi mately 30 days,

such | eave nust be
conpleted within 3
mont hs of the date of
gr aduati on,

no such | eave wll
be carried forward
as credit beyond the
date of reporting to
the first pernmanent
duty station or to a
port of enbarkation
for pernanent duty
out side the 48

conti guous United
States or in Al aska
or Hawaii .

4. Granting Officer Candidate Leave.

of ficer candi date training,
normal Iy be authorized 30 days | eave,

Upon conpl eti on of
new y comm ssioned officers wll
advance,

i f necessary,

upon graduation en route to their first permanent duty station.
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Reenl i st nent | eave,

t hi s paragraph, applies to enlistnment or
Reenl i st nent
not exceed either of the follow ng:

hours after discharge.
period only and shal

| eave will

Earned | eave plus 45 days advance | eave.
Maxi mum of 90 days.

as used in
reenlistnment within 24
be for one

Use the rules in the table bel ow when granting reenli stnent

| eave:

WHEN ... AND ... THEN ...
Regul ar Navy are retained on active duty upon | eave
personnel reenli st, enlistnent or reenlistnment, may be
naval reservists on granted
active duty enlist in as re-
t he Regul ar Navy, enlist-
naval reservists on Fggie
active duty reenlist '
in the Naval Reserve
or
Regul ar Navy
personnel enlist in
t he Naval Reserve,

i medi ately follow ng
date of di scharge,

Reenl i stment | eave
comences i mredi ately
upon reenlistnent,

it yields the maxi mum benefit as
an influence on

both the nmenber and famly,
and

the other menbers in the
comrand.

a course of instruction
begins within 30 days of
reenli st nent,

reenlistnent | eave may be del ayed
to conmence upon conpl etion of
t he course of instruction.

i ncident to enlistnent,

reenlistnent | eave may be del ayed
to conmence upon transfer from an
over seas stati on.

service requirenments do
not permt,

reenlistnent | eave may be del ayed
to comrence at the earliest

practical date thereafter.
the first leave is taken |[that |eave is reenlistnent |eave,
after reenlistnent, except if it is an energency

| eave.
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6. Granting Additional Advance Leave. \Wen advance | eave has
been taken previously and not fully earned, additional advance
| eave may be granted only in such an anmount as will ensure that
the total |eave advanced, but not yet earned, does not exceed
45 days.

7. Leave Program Administration. NAVCOWPT 3065, Leave Request
Aut hori zation (officer and enlisted), wll

a. be used for
(1) granting | eave, and

(2) recording the necessary data required for entries in
service records and pay records.

b. not be used for

(1) granting leave in connection with transfer orders,
or

(2) granting liberty.

c. \Wen | eave has been requested and approved, the
procedures outlined in DIMS PTG shall be foll owed.
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MILPERSMAN 1050-050

HOSPITALIZATION WHILE ON LEAVE

Responsible CNO (N13) Phone: DSN 225- 3304

Office Com (703) 695-3304
FAX (703) 695-3311

Governing DOD Directive 1327.5 of 24 Sept 85

Directive

1. Rules. Use the rules given in the table bel ow when deal i ng

with nmenbers who are hospitalized or

pl aced in “sick-in-quarters

(SIQ” status while on | eave:

WHEN ...

THEN ...

personnel are

hospitalized or placed on
SIQ status by a civilian
physi ci an while on | eave,

t hese personnel shall not be charged
| eave for the period of
hospitalization or SIQ status insofar
as | eave accounting i s concerned.

admtted to a non-naval

such personnel shall advise their

sick in quarters,

nmedi cal facility or SIQ commandi ng officer as soon as

st at us, practical and request instructions.

personnel are admtted to |the commandi ng of ficer of that

naval nedical facilities, [facility shall notify the nenber’s
commandi ng of ficer of the nmenber’s
hospi talization, ensuring that such
notification will arrive prior to the
expiration of |eave, if practical.

menber is hospitalized or [chargeable |eave will term nate the

day precedi ng and recommence the day
foll ow ng such status.

a nmenber dies while on

| eave,

menber’s account w |
for

not be charged
| eave on the day death occurs.
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2. Safequards to Prevent Abuse. Appropriate safeguards may be
established to ensure agai nst abuse of hospitalization/SIQ while
in | eave status, provided they are consistent with acceptance of
certification fromcivilian authorities in

a. energency |eave validation
b. conpassionate assignnents, and

c. hardship discharge procedures.
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MILPERSMAN 1050-060

LIMITATIONS ON EARNED LEAVE

Responsible [ CNO (N13) Phone: DSN 225- 3304
Office Ccom (703) 695-3304
FAX (703) 695-3311

Governing

. i DOD Directive 1327.5 of 24 Sept 85
Directive

1. Earned Leave Limits

a. Earned | eave may exceed 60 days during a fiscal year,
but shall be reduced to 60 days as of the first day of the new
fiscal year.

b. Leave not to exceed 90 days may be accunul ated as
defined in M LPERSMAN 1050-070, Leave so accumul ated in excess
of 60 days shall be lost unless it is used before the end of the
third fiscal year after the fiscal year in which the service in
that area is term nated.

c. Leave accunulated in excess of the above stipul ated
[imtations, and not used, is irrevocably |ost and nmay not be
conpensated for in cash. As this policy is based on public |aw,
no wai ver authority exists.
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2. Limits When Separating, Enlisting, Reenlisting, or

Extending.

reenlistnent,

Use the rules specified in the table below to
determ ne earned leave |imts during separation,
or extension:

enl i st nent,

WHEN AND THEN AND
any person is t hat person shal
di scharged under forfeit all earned
ot her than | eave at tine of
honor abl e di schar ge.
condi ti ons,
commands desire to they may aut hori ze
mai ntai n the menber, who have
hi ghest standards earned | eave to
of conduct and their credit and
per f or mance, are in a pay

status, |leave with

pay and

al | omwances, not to

exceed t he anount

of | eave

accunmul ated to

date plus the

| eave menmber wil |

earn while in a

full pay and

al | onance | eave

st at us.
Enli sted nenbers nmenber, who |the nenbers may carry
on active duty, first elect to sell a forward
who signify their extend an portion of the t he
intention to enlistnment, |accrued | eave, r emai nder
enlist or reenlist |and who are to the new
i n the Regul ar entitled to or
Navy or Naval | unp-sum ext ended
Reserve on a date | eave enli st -
i mredi ately paynent s nment .
foll owi ng date of for unused
di scharge and | eave
remain on active standing to
duty, their

credit,
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WHEN

AND

THEN

AND

personnel are not
entitled to a cash
settl enent,

they shall have
unused | eave
carried over into
a new enli st nent
or an extension of
enlistnent. This
carryover my
exceed 60 days.

a mnus | eave
credit bal ance
exi sts,

t hat bal ance shal
not be carried
over into a new
enl i stnent or
first extension of
an enlistnent, but
shal | be

consi dered as
excess | eave and
checked

accordi ngly,
except as provided
in the article
concer ni ng
checkage of pay
for excess | eave.
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MILPERSMAN 1050-070

SPECIAL LEAVE ACCRUAL

Responsible | CNO (N13) Phone: DSN 225- 3304

Office Ccom (703) 695-3304
FAX (703) 695-3311

Governing SECNAVI NST 1050. 5C

Directives DOD Directive 1327.5 of 24 Sept 85

10 U.S.C. 701

37 U.S.C. 501

DFAS- DIMS, Procedures Training CGuide
( DFAS- PTQ)

1. BApplicability. The provisions of this article are

applicable to all active duty Navy nenbers on and after 1 Cct
1994, per SECNAVI NST 1050. 5C.

2. Policy.

is Navy policy to authorize nmenbers to accrue up

to 90 days earned | eave when assigned to duty under any of the
ci rcunst ances specified under the “Eligibility Criteria” table.
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3. Eligibility Criteria.

determ ne nenber eligibility for special

Use the rul es

in the table below to
| eave accrual

WHEN members are

AND

THEN ...

on active duty for a

conti nuous period of at

| east 120 days in an area in
whi ch they are continuously

entitled to hostile fire or

i m nent danger pay,

nmenbers are
aut hori zed
to accrue
up to 90
days earned
| eave.

serving in a deployabl e
ship, nmobile unit or simlar
duty,

whi ch, because of
operational m ssion

requi rements, deploys or
operates away fromits
desi gnat ed hone port or
home base for a continuous
period of:

at | east 60 days, thus
preventing normal use of
earned | eave before it
is |lost at the end of
the fiscal year,

| ess than 60 days,

nmenbers are
eligible
for special
| eave
accrual .

menbers are
not
eligible
for special
| eave

accrual .
Serving in a depl oyabl e have depl oyed or nenbers are
ship, nmobile unit or simlar operated away from hone eligible

duty, permanently hone
ported or hone based outside
of the 50 United States,
which is required to
mai ntain a hi gher than
normal condition of
readi ness inport or at
base,

home

port or hone base nore
than 50 percent of the
time, thus preventing
nornmal use of earned

| eave before it is |ost
at the end of the fisca
year,

personnel have been
assigned to a ship or
unit for less than 6
nont hs of the fiscal
year,

for special
| eave
accrual .

menbers are
not
eligible
for special
| eave
accrual .
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WHEN members are ...

AND ...

THEN ...

serving on ot her
prescribed duty,
normally for a

conti nuous period of
60 days or nore
during the fisca
year,

the situation, that is
preventing nmenbers assigned to
such duty from using | eave,
nust have been caused by
unschedul ed operationa

conm tment, national energency
or crisis or operations in

def ense of national security.
Furt hernmore, the duty should
precl ude nmenbers from taking

| eave to reduce their |eave
bal ance to 60 days before the
end of the fiscal year,

nmenbers are
aut hori zed the
speci al | eave
accr ual

serving on unit,
headquarters, and
supporting staffs
are prohibited from
taki ng | eave because
of their invol venent
to support a

desi gnat ed

conti ngency
operation,

t he provi sions
of the above
authority nay
be extended to
t hese nenbers.

serving in Joint
organi zati ons,

det erm nati on
of eligibility
shal | be nmde
by the Joint
organi zation in
whi ch the
menber is
serving, as
aut hori zed by
DOD Directive
1327. 5.

not | osing | eave at
the end of the
fiscal year in which
the qualifying
period term nates,

t hese nmenbers
are not

af fected by
this

entitl enment
regardl ess of
t he nunber of
days they
served on a
qgual i fyi ng
assi gnment .
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4, Verification Process

a. Declaring Eligibility: Personnel, who believe they are
eligible for the special |eave accrual, should declare their
eligibility to their commanding officer/officer in charge.

b. Commanding Officer/Officer in Charge Responsibilities:

(1) Ensuring personnel under their command are infornmed
of this entitlenent.

(2) Ensuring an appropriate service record entry i s nmade
for unit deploynment dates of departure and arrival for
qual i fying assignnments as described in “Eligibility Criteria”

t abl e.

(3) Verifying nenber’s eligibility by service record
review. In the absence of adequate docunentation, an
i ndi vi dual’s signed sworn statenent based on the “Eligibility
Criteria” table is acceptable.

5. Limitations

a. Special |eave accrual shall not be used to authorize
accunul ati on of |eave in excess of 60 days for personnel who do
not manage their | eave properly.

(1) Menbers are expected to take advantage of authorized
| eave periods and use | eave authorized incident to permanent
changes of duty.

(2) Leave bal ances that woul d have been | ost at the end

of the fiscal year, regardless of whether the nenber was
assigned to prescribed duty, will not be carried over.
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| eave

be lost, with cross-

reference to the “Eligibility Criteria” table:

WHEN ... THEN ...
speci al | eave accrual is under |accrual is creditable in the
“Hostile Fire/lmm nent Danger,” |fiscal year in which the

“Depl oyabl e Shi p/ Mobile Unit,”
or “Cther Duty” criterion,

required continuous period of
duty is reached, but the

qual i fyi ng duty need not have
commenced in that fiscal year

nenbers are assigned to units
per manent|ly honme ported or hone
based outside of the 50 United

speci al | eave accrual is
creditable only in a fisca
year during which the nenber

States as described by the was assigned for at |east 6
“Depl oyabl e Shi p/ Mobile Unit nont hs.

Overseas” criterion,

| eave i s accrued in excess of it is lost if not used before

60 days,

the end of the third fisca
year follow ng the fiscal year
in which the qualifying duty,
i.e., deploynent, is
term nat ed.

personnel are assigned to a
depl oyabl e ship or nobile unit,

they may qualify for specia
| eave accrual in the fiscal

year prior to the fiscal year
the ship or nobile unit
returns to hone port or hone

base. In this case, the
carry-over period term nates
at the end of the third fisca
year after the fiscal year in
which the ship or nobile unit
returns froma qualifying

depl oynent .

menbers detach prior to the end
of a depl oynent,

the date of detachnment from
the deployed unit is the date
that normal | eave-taking
opportunities are consi dered
once agai n avail abl e.
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C. Example 1:

(1) Menber qualifies for fiscal year 1995 special |eave
accrual .

(2) menber’s ship or nobile unit returns to home port or
home base prior to 1 Cct 1995,

(3) leave accrued in excess of 60 days at the end of
fiscal year 1995 nust be used by 30 Sep 1998, or

(4) it will be deducted fromthe nenber’s account.
d. Example 2:

(1) Menber qualifies for fiscal year 1995 special |eave
accrual ,

(2) menber’s ship or nobile unit returns to home port or
home base on or after 1 Oct 1995,

(3) leave accrued in excess of 60 days at the end of
fiscal year 1995 nust be used by 30 Sep 1999, or

(4) it will be deducted fromthe nenber’s account.

6. Other Special Limits

a. 10 U. S.C. 701 provides special |eave accrual because of
reduced | eave taking opportunity caused by operational
commtnent. Consequently, special |eave accrual does not apply
to individual cases of |eave |ost due to

(1) hospitalization, or
(2) permanent change of station order nodifications.

b. Separation paynents for unused accrued |leave are |imted
to 60 days during a mlitary career by 37 U S. C. 501.
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7. Administration

a. Disbursing and adm ni strative procedures are contai ned
in the DFAS-CL (DIVMS), Procedures Training Cuide.

b. Requests for special |eave accrual should be submtted
via the chain of command to the approving authority no earlier
than the end of the fiscal year, and no later than the end of
the first quarter of the following fiscal year.

Example: A request for fiscal year 1995 special |eave accrual
shoul d be submtted after 30 Sep 1995 but not later than
31 Dec 1995.

8. Request Format. Requests for special |eave accrual, under
the “Other Duty” criterion, should provide the foll ow ng
information for all personnel included in the request:

a. Full name, rank/rate, and SSN.
b. Depl oynents:
(1) Dates, including any depl oynent period which started
in the previous fiscal year and ended in the fiscal year for
whi ch special |eave accrual is being requested.
(2) Ship or unit with which depl oyed.

(3) Hostile fire or immnent danger area.

(4) Contingency operations (unclassified), deployed in
support of.

c. Factors preventing use of earned | eave whil e not
depl oyed.

d. Nunber of days lost at fiscal year end.

e. Narrative explaining any special circunstances to be
consi dered by the approving authority.

f. Commandi ng officer endorsenent.
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9. Approving Authority

a. Commanding officers are del egated authority to grant
speci al | eave accrual to nenbers eligible under the foll ow ng

criteria given in the “Eligibility Criteria” table:
Hostile Fire/lm nent Danger,
Depl oyabl e Shi p/ Mobile Unit, and
Depl oyabl e Shi p/ Mobile Unit Overseas.
b. Navy Echelon Il Commanders, e.g.,
Cl NCLANTFLT,
Cl NCPACFLT,
Cl NCUSNAVEUR, and
COMUSNAVCENT
have approval authority for special |eave accrual under the

“Qther Duty” criterion.
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MILPERSMAN 1050-080

COMPUTATION OF LEAVE - OVERVIEW

Responsible | CNO (N13) Phone: DSN 224-5636
Office COM| (703) 614-5636
FAX 225- 3311
Governing DCOD Directive 1327.5 of 24 Sept 85
Directives DFAS- DIMS Procedures Trai ning GQui de (DFAS PTG,
Part 1, Chapter 4

1. Introduction. This article on conputation of |eave has been
divided into five individual maps because of its |ength and
conplexity, with map titles as |isted bel ow

2. Purpose. This article contains general instructions,

toget her with exanples, for conputing | eave that are intended to
provi de a general understanding of the nmethod of conputing

| eave.

3. In This Article. This overview article contains the
follow ng sub-titles related to inportant aspects of conputing
| eave, including detailed exanpl es:

See
Sub-Title MILPERSMAN

General Instructions 1050- 081
Exanpl es of Chargi ng Leave, Proceed, and Travel Tine|1050-082
Exanpl e of Charging Leave During PCS with TDY En 1050- 083
Rout e

Exanpl es of Chargi ng Leave When No Travel and 1050- 084
Proceed Tine Authorized

Exanpl e of Chargi ng Leave When Unaccounted Ti ne 1050- 085
Exi sts
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MILPERSMAN 1050-081

COMPUTATION OF LEAVE - GENERAL INSTRUCTIONS

Responsible | CNO (N13) Phone: DSN 224- 5636
Office com (703) 614-5636
FAX 225-3311
Governing DOD Directive 1327.5 of 24 Sept 85
Directives DFAS- DIM5 Procedures Training GQui de (DFAS PTG,
Part 1, Chapter 4

1. Instructions

a. The primary responsibility for |eave accounting is under
t he cogni zance of the DFAS O evel and Center.

b. Instructions in this article are intended to provide a
general understanding of the nmethod of conputing | eave.

c. Specific instructions concerning |eave accounting are
contained in the DIMS PTG

2. Computing Leave. Leave is credited at the rate of 2 % days
for each full nonth on active service.

3. When is Leave Not Creditable

a. Leave is not creditable for any period when the nenber is

(1) a lost tine,
(2) excess |eave, or
(3) other non-pay status.

b. Leave earnings will be reduced for each non-creditable
period using the foregoing table.
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4. Computing for Cash Settlement.

Use the rules in table bel ow

when maki ng a cash settlenment at the end of a period of active

servi ce:
WHEN ... AND ... THEN ...
| eave is conputed at the final |eave the total shall not

the end of a period of
active service for the
pur pose of naking cash
settl enent,

bal ance i ncl udes
a half day total

be advanced to the
next higher full day:

t he amount to be
pai d shall be
conput ed by
crediting the
menber with one-
hal f of a day’s
entitlement.

the total amount
shal | be rounded
to the nearest
penny.

a m nus | eave bal ance
i ncl udes a hal f-day
total,

t he m nus bal ance
shall be increased to
t he next highest ful
day.

5. Determining Leave Between Permanent Change of Stations

(PCS’s)

a. In determning | eave between PCS' s,
conput e the nunber of days travel,
1320- 100, and 1050- 150.

to M LPERSVAN 1320- 090,

b. |f both trave

States (CONUS) are invol ved,
be added.

and OUT CONUS wi ||

in and out of the continental
the all owabl e trave

proceed,

wor k backwards to
and | eave, according
Uni ted

time I N CONUS

c. The nunber of days renmining, after deducting the proceed

and travel

time fromthe el apsed tine,

i s chargeabl e as | eave.
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COMPUTATION OF LEAVE - EXAMPLES OF CHARGING LEAVE,

PROCEED, AND TRAVEL TIME

Responsible CNO (N13) Phone: DSN 225- 3304

Office CoMm (703) 695-3304
FAX 225- 3311

Governing DFAS- DIMS Procedures Trai ning GQui de (DFAS PTG,

Directive Part 1, Chapter 4

1. Examples. Five exanples are provided illustrating the

conput ati on of
proceed and travel
(PCS)

| eave and then how it
time, during permanent change of station

i s charged,

together with

Example 1

On 1 Decenber the nenber was detached for

Washi ngton, D.C.

to shore duty in San Franci sco,

PCS transfer from

California.

On 21 Decenber the nmenber reported to duty station in

San Franci sco.

EVENT EVENT DATE
Det ach ol d per manent 1 Decenber
duty station (PDS)
Report new PDS 21 Decenber

COMPUTATION

NUMBER OF DAYS

tinme)

Total el apsed tine 20
Travel tinme all owed 9
Proceed tinme all owed 0
Travel + proceed tine 9
Leave (remaining 11

TYPE CHARGED

PERIOD CHARGED

NUMBER OF DAYS

Dat e detached | eave

1-11 Decenber

11

Travel tine

12- 20 Decenber

9

Dat e Reported (day of
duty)

21 Decenber
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Example 2

On 21 April unacconpani ed nenber detached from Navy Recruiting

Station, Norfol k, VA, under

to report to port of enbarkation (POE) not

11 May.

PCS orders to NAS, Agana, Guam M.,
| ater than 0800,

On 11 May nenber reported at 0750 to POE, Travis, AFB, CA, for

Government air transportation to Guam

awai ting further transportation.

On 15 May nenber arrived NAS, Agana.

Del ayed i n Hawai i

EVENT EVENT DATE

Det ach ol d PDS 21 Apri
Report POE 11 May
Report new PDS 15 May

COMPUTATION NUMBER OF DAYS
Total el apsed tine 24
Travel time allowed I'N
continental United
St at es ( CONUS)
Travel tinme all owed OUT
CONUS. See NOTE bel ow.
Proceed tine
Travel + proceed tine 10
Leave (remaining tine) 14

TYPE CHARGE PERIOD CHARGED NUMBER OF DAYS
Dat e detached - Leave 21 April-4 May 14
Proceed tine 5-8 May 4
Travel tinme 9-14 May 6
Day Reported (day of 15 May
duty)

NOTE:

station.

Comput ed from date of
day of reporting at port of debarkation (PQD)
| ncl udes aut horized delay awaiting transportation.
When conputing travel over the Internationa

only cal endar days, not actual days.

reporting to POE I N CONUS t hrough
in the overseas

Dat e Li ne, consi der
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Example 3

On 3 June nenber detached fromduty station in the Republic of

t he Phili ppi nes under
San Diego, CA

Aut hori zed 10 days delay in

reporting to ship not |

Reported for Government
Leave taken | N CONUS.

PCS orders to USS SAI L,

ater than 20 June.

in port at

reporting to count as | eave and

air transportation to CONUS sane date.

On 4 June nenber arrived at POD, Travis Air Force Base, CA
EVENT EVENT DATE
Det ach ol d PDS 3 June
Report PCE 3 June
Report PCD 4 June
Report ship 20 June
COMPUTATION NUMBER OF DAYS
Total el apsed tine 17
Travel tinme allowed OQUT
CONUS. See NOTE bel ow.
Travel tinme allowed IN
CONUS
Proceed tine
Travel + proceed tine 7
Leave (remaining tine) 9

TYPE CHARGE

PERIOD CHARGED

NUMBER OF DAYS

duty)

Dat e detached (day of 3 June

| eave)

Leave 3-12 June 10
Proceed tine 13-16 June 4
Travel tine 17-19 June 3
Day Reported (day of 20 June

NOTE:
t hrough day of arriva
over the Internationa
not actual days.

Comput ed from day of

reporting to POE in the Philippines

at POD I N CONUS. Wen conputing travel

Dat e Li ne,

consi der only cal endar days,
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Example 4

On 23 July an unacconpani ed nenber detached fromduty station in

Japan under

PCS orders to Naval

Shi pyard, Boston,

Menber was aut horized 30 days delay in reporting,

| eave,
6 Sept enber.

and to report to new duty station not
Leave taken in CONUS and OUT CONUS.

VA,

to count as

| ater than

During period of 24 July-1 August the nenber was on | eave in

Japan.

On 2 August the nmenber
t o CONUS.

reported for Governnment air transportation

During period of 3-9 August the nmenber was on | eave in Hawaii .

On 10 August nenber arrived at POD, San Francisco, CA

EVENT EVENT DATE

Det ach ol d PDS 23 July
Report POE 2 August
Report POD 10 August
Report new PDS 6 Sept enber

COMPUTATION NUMBER OF DAYS
Total el apsed tine 45
Constructive travel 2
tinme allowed OUT CONUS.
See NOTE bel ow.
Travel time allowed IN 10
CONUS
Proceed tine allowed 4
Travel + proceed tine 16
Leave (remaining tine) 29

TYPE CHARGE PERIOD CHARGED NUMBER OF DAYS
Dat e detached - Leave 23 Jul y- 20 August 29
Proceed tine 21- 24 August 4
Travel tine 25 August-5 Sept enber 12
Dat e Reported (day of 6 Sept enber
duty)

NOTE:
1320- 80

For deriving constructive travel

tinme,

see M LPERSVAN
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Example 5

On 1 August an unacconpani ed nmenber detached under PCS orders
from Naval Support Activity, Naples, Italy, to Naval Subnarine
Base, New London, CT.

The nmenber was granted 30 days delay in reporting to count as

| eave, 4 days proceed tinme, and 2 days travel time, to report NLT
2400, 6 Septenber.

On 1 August the nenber arrived at POD, McGuire AFB, NJ.

On 5 Septenber the nenber reported to Naval Submarine Base,
New London, CT, at 2300 hours.

EVENT EVENT DATE

Det ach ol d PDS 1 August
Report PCD 1 August
Report new PDS 5 Sept enber

COMPUTATION NUMBER OF DAYS
Total el apsed tine 35
Travel tinme all owed OUT 1
CONUS
Travel time allowed IN 1
CONUS
Proceed tinme all owed 4
Travel + proceed tine 6
Leave (remaining tine) 29

TYPE CHARGE PERIOD CHARGED NUMBER OF DAYS
Dat e detached OUT CONUS 1 August
and arrived | N CONUS
(day of |eave)
Leave 1- 29 August 29
Proceed tine 30 August -2 Sept enber 4
Travel tinme 3-4 Sept enmber 2
Dat e Reported (day of 5 Sept enber
duty)
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EXAMPLE OF CHARGING LEAVE

Responsible | CNO (N13) Phone: DSN 224- 5636
Office Com (703) 614-5636

FAX 225- 3311
Governing DFAS- DIMS Procedures Training Gui de (DFAS PTG,
Directive Part 1, Chapter 4
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On 21 March the nenber detached for permanent change of station

transfer fromshore duty Boston to shore duty Great
tenporary duty (TDY) (9 Apr -

3 May) en route in

Lakes, with

Detroit.

On 9 April the nmenber reported in to TDY station in Detroit.

On 3 May the nenber detached from TDY station in Detroit.

On 10 May the nenber reported in to new duty station, Geat Lakes.

EVENT EVENT DATE
Det ach ol d permanent duty 21 March
station (PDS)
Report TDY station 9 April
Det ach TDY station 3 May
Report new PDS 10 May

COMPUTATION
old PDS to TDY station

NUMBER OF DAYS

Total el apsed tine 18
Travel tine allowed 2
Proceed tine all owed 0
Travel + proceed tine 2
Leave (remaining tine) 17

TYPE CHARGE

PERIOD CHARGED

NUMBER OF DAYS

Dat e det ached 21 March

(day of I eave)

Leave 21 March - 17
6 April

Travel tine 7 - 8 April 2

COMPUTATION
TDY station to new PDS

NUMBER OF DAYS

Total el apsed tine 7
Travel tine allowed 1
Leave (remmining tine) 6

TYPE CHARGE

PERIOD CHARGED

NUMBER OF DAYS

Dat e det ached
(last day of TDY)

3 May

Leave 4 — 8 May 5

Travel tine 9 May 1
SUMMARY

Total |eave 22

Total travel tine 3

Total el apsed tine 25
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MILPERSMAN 1050-084

COMPUTATION OF LEAVE - EXAMPLES OF CHARGING LEAVE
WHEN NO TRAVEL AND PROCEED TIME AUTHORIZED

Responsible [ CNO ( N13) Phone: DSN 224-5636
Office com (703) 614-5636
FAX 225- 3311

Governing DFAS- DIMS Procedures Traini ng Gui de (DFAS PTG,
Directive Part 1, Chapter 4

Example 7

On 19 June nenber detached under pernanent change of station
(PCS) orders fromNaval Air Facility, Andrews Air Force Base
Washi ngton, D.C. Orders authorized 5 days | eave, no proceed
time, and no travel tine.

At 0800, 25 June the menber reported to Naval Station,
Washi ngton, D.C.

EVENT EVENT DATE
Det ach ol d permanent duty 19 June
station (PDS)
Report new PDS 0800, 25 June
COMPUTATION NUMBER OF DAYS
Total el apsed tine 5
Leave 5
TYPE CHARGE PERIOD CHARGED NUMBER OF DAYS
Dat e detached (day of duty) 19 June
Leave 20 - 24 June 5
Date reported (day of duty) 25 June
(reported at or
bef ore 0900).
See NOTE bel ow.

NOTE: See M LPERSMAN [1050- 150 for applicable rules for charging
| eave where no travel and proceed authori zed.
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Example 8

On 23 July, a nenber

Norfol k under PCS orders to NAS Rota, Spain.

in pay grade E-3, departs Naval Station,

Menber is ordered to report to NAS Norfolk no |ater than 1200,
7 August for Government transportation.

Orders authorize 15 days delay in reporting (DELREP), no travel
time in Continental United States (CONUS) or proceed tinme are

aut hori zed.

On 7 August nenber reports at 1000 to NAS Norfol k port of entry

( POE) .

On 8 August the menmber arrives at NAS, Rota, Spain.

EVENT EVENT DATE

Det ach ol d PDS 23 July

Report POE 1000, 7 August

Arrive new PDS 8 August

COMPUTATION NUMBER OF DAYS

Total el apsed tine 16
Travel time OUT CONUS 2

Leave (remaining tine) 14

TYPE CHARGE

PERIOD CHARGED

NUMBER OF DAYS

Dat e detached (day of

23 July

(date reported)

duty)

Leave 24 July - 6 August 14
(0900 rule
appl i es)

Travel tinme 7 - 8 August 2
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MILPERSMAN 1050-085

COMPUTATION OF LEAVE - EXAMPLE OF CHARGING LEAVE
WHEN UNACCOUNTED TIME EXISTS

Responsible | CNO ( N13) Phone: DSN 224-5636
Office com (703) 614-5636
FAX 225- 3311

Governing DFAS- DIMS Procedures Training Gui de (DFAS PTG,
Directive Part 1, Chapter 4

Example 9

This exanple deals with a situation where unaccounted for tine
has been generated by a nenber. A determ nation of how the
menber’s tinme is to be charged has to be made, resulting in one
of the follow ng three outcones:

Unaut hori zed absence (UA),
Al | owabl e travel tinme, or
Leave.

On 18 Novenber a nenber detached for permanent change of station
(PCS) transfer from Tul sa, OK, to shore duty in San Francisco,
CA, with 12 days delay in reporting to count as | eave, no
proceed tine and 6 days travel time, to report NLT 2400 on

6 Decenber.

On 9 Decenber the menber reported to new duty station at 1245
hour s.
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EVENT

EVENT DATE

Det ach ol d permanent duty
station (PDS)

18 Novenber

Report new PDS

1245, 9 Decenber

COMPUTATION

NUMBER OF DAYS

Total actual el apsed tine. 22
See Note 1.

Travel tine allowed 6
Proceed tine all owed 0

Leave tine all owed 13

Total allowed el apsed tine 18
Unaccounted for tinme 3

If determined to be UA,
then:

TYPE CHARGE

PERIOD CHARGED

NUMBER OF DAYS

Leave 18 - 30 Novenber 13
Travel tine 1 - 6 Decenber 6
Lost tinme 7 - 8 Decenber 2
See NOTE 2.
Duty tine 9 Decenber 1
If determined to be
allowable travel time, then:
Leave 18 - 29 Novenber 12
Travel tine 30 Novenber - 9
8 Decenber See NOTE 1.
If determined to be leave,
then:
Leave 18 Novenber - 15
2 Decenber See NOTE 1.
Travel tine 3 - 8 Decenber 6
NOTE 1: Leave, travel, and unaccounted for days were reported

on NAVCOWT 3068, Reporting (Arrival) Endorsenent to Orders -

(O ficer -
9 Decenber.

Enlisted) (COCR),

NOTE 2:

prepared after

reporting on

Unaut hori zed absence and commandi ng officer's

determ nation were reported on NAVPERS 1070/ 606, Record of

Unaut hori zed Absence.
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MILPERSMAN 1050-090

LEAVE: DAy OF‘])EEUURTEHUE/IUETEHUM

Responsible | CNO ( N13) Phone: DSN 225- 3304
Office cov (703) 695-3304
FAX (703) 695-3311

Governing DOD Directive 1327.5 of 24 Sept 85
Directives DIMS Procedures Trai ning Guide (DIMS PTG,
Part 1, Chapter 3.

1. Policy. Leave granting authorities may authorize the
commencenent of |eave at any tinme on a day of duty. Special
liberty shall not be granted for the purpose of extending |eave.
Per DoD Directive 1327.5, Leave and Special Liberty shall not be

conbi ned.

2. Leave Accounting. The DIM5S PTG Part 1, Chapter 3, details
specific | eave accounting procedures.
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3. Determining Day of Duty or Day of Leave.

Use the rules in

tabl e below to determ ne whether a day of departure or
to be counted as a day of duty or a day of

return i s
| eave:

WHEN ...

THEN ...

| eave conmmences prior to the
expiration of the nenber’s
nor mal wor ki ng hours,

the day of departure is counted as a
day of | eave.

| eave commences after the
expiration of the nenber’s
nor mal wor ki ng hours,

the day of departure fromthe duty
station is a day of duty not charged
as | eave.

no duties are schedul ed for
that day, e.g., regular day
of f,

| eave may conmmence anytinme during the
day.

areturn is made at or before
t he commencement of the
nmenber’ s normal worKki ng

hour s,

the day of return fromleave shall be
counted as a day of duty.

areturn is made after the
commencenent of the nenber’s
nor mal wor ki ng hours,

the day of return fromleave shall be
counted as a day of | eave.

| eave conmences and
term nates on non-duty days,

one of the days shal
| eave.

be charged as
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4, Examples.

i nstance the menber wor ks Monday t hrough Friday,

| eave.

The foll owm ng exanples are set forth in the table
below to aid in determ ning the comencenent of

| n each
0800 to 1630.

Example # WHEN ... THEN ... AND ...
1 a nmenber wants to Friday is the first Thursday is a
comence | eave at day of chargeable day of duty.
1630 on Thur sday, | eave,
2 nmenber wants to Tuesday will be special liberty
comence | eave at charged as a day of may not be
1200 on Tuesday, | eave, granted at
1200, all ow ng
nmenber to
combi ne speci al
liberty and
| eave.
| eave is authorized |Tuesday is a day of
at 1630 on Tuesday, |duty, since nenber
wor ked until 1630.
| eave is authorized |Tuesday is the first
at 1630 on Mbnday, day of | eave.
3 menber wants to Monday is the first Sunday is
comence | eave at day of |eave, counted as a
0001 Sunday, day of duty.
t el ephone check-out [nenber nust be in
i's authori zed, the i medi ate
geogr aphi ¢ area of
their duty station
(as defined by the
| ocal conmand).
| eave period al so one of the days will
ends on a non-work |be charged as a day
day, i.e., weekend |of |eave, regardl ess
or hol i day, of time of departure
or return.
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MILPERSMAN 1050-100

LEAVE: CHECK- IN/CHECK-OUT PROCEDURES

Responsible | CNO (N13) Phone: DSN 225- 3304
Office Ccom (703) 695-3304
FAX (703) 695-3311

Governing

Di . DFAS- DIMS Procedure Trai ning Gui de (DFAS PTG
irectives

1. Policy

a. Commandi ng officers are authorized to permt nenbers
departing on and returning from |l eave to conpl ete the check-out
and check-in procedure by tel ephone.

b. Al nenbers shall be cautioned that they nust be in the
i mredi at e geographic area of their duty station (as defined by
the | ocal command) upon comrencenent and term nation of |eave by
t el ephone.

c. Permssion to check-out and check-in is authorized as a
per sonal conveni ence of the nenber and shall not be used as a
nmeans of extending the period of absence chargeabl e as | eave.

2. Processing Leave Authorization Part 1. Wen such tel ephone
procedures are authorized, each nmenber shall conplete the
foll ow ng actions:

a. Pick up Part 1 of the |eave authorization prior to
commencenent of | eave.

b. Enter the tine and date of commencenent and term nation
of leave in the appropriate space and sign the entry i mredi ately
after placing each tel ephone call.

c. Deliver Part 1 to the personnel officer, or other

designated officer, at the commencenent of the next regul ar
wor ki ng day subsequent to term nation of | eave.
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3. Processing Leave Authorization Part 2. After the nenber has
commenced | eave by tel ephone,

a. record the hour and date of departure;

b. the nenber designated to perform such duties, properly
sign Part 2; and

c. distribute the remaining copies as directed in DFAS-PTG

4. Commanding Officer Responsibility and Authority

a. The commanding officer, and in the case of activities
served by a Personnel Support Activity Detachnent (PSD), the
cust onmer command commandi ng officer, is responsible for proper
conpliance with | eave policy and regul ati ons.

b. This procedure will both

(1) release the PSD fromthe burden of investigating
sone other than standard | eave check-in and check-out tines, and

(2) continue the authority of the commanding officer to
adj ust | eave check-in and check-out tinmes so that nenbers
wor ki ng weekend shifts or other than “normal” working hours may
begin |l eave on their liberty days or at the end of their
wor kday.
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ABSENCES OVER LEAVE OR LIBERTY (AOL)
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Responsible [ CNO (N13) Phone: DSN 225- 3304
Office COM| (703) 695-3304
FAX| (703) 695-3311
Governing DOD 7000. 14- R, Departnent of Defense Fi nanci al
Directives Managenent Regul ation, Vol une 7A ( DODFMR)

1. Rules for Determining and Charging AOL

a. Rules for determ ning whether absence is unavoi dable are

contained in Table 1-3-3 of the DODFMR

b. Use the rules in table below to detern ne when absences
|iberty are chargeable as | eave or as |lost tine:

over | eave or
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WHEN AND the AND absence THEN it AND charged as
absence is hour of |is determined| shall be
over return to be considered
is as
aut hori zed unavoi dabl e, |l eave | eave.
| eave,
avoi dabl e, absence [ ost tinme.
wi t hout
| eave
regul ar at or unavoi dabl e, | eave | eave, starting the
liberty in bef ore day regular liberty
excess of 0900, status expired
24 hours, t hrough day prior to
the day of return
Af ter unavoi dabl e, | eave | eave, starting the
0900, day regular liberty
stat us expired
t hrough the day of
return.
speci al at or unavoi dabl e | eave, | eave, starting the
liberty in bef ore including |day special liberty
excess of 0900, t he status comenced
24 hours, liberty t hrough day prior to
or peri od the day of return.
After unavoi dabl e, |l eave, | eave starting the
0900, including |day special liberty
t he st at us conmmenced
liberty t hrough the day of
peri od return.
speci al after avoi dabl e, absence | ost tine.
liberty and [0900, wi t hout
the period | eave
of liberty
pl us
absence in
excess of
72 hours,
at or unavoi dabl e, |l eave, | eave starting the
bef ore including |day special liberty
0900, t he status comenced
liberty t hrough day prior to
peri od t he day of return.
after unavoi dabl e, |l eave, | eave, starting the
0900, including |day special liberty
t he st at us conmmenced
liberty t hrough the day of
peri od return.
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2. Dealing With Special AOL Situations

a. Absences over

(1) rmental

(2) detention by civilian authorities,

| eave or

i ncapacity,

i berty caused by

or

(3) early departure of a nobile unit due to operational

conmi t nent s,

whet her deternmi ned to be avoi dabl e or excused as unavoi dabl e,

shal |

not be charged as | eave,

regardl ess of duration.

b. Use the rules in the table below to determ ne whether a

particul ar speci al

case is to be charged as tine served or as

| ost tine:
When absence is due to AND THEN
mental incapacity, I s excused as shal | be
unavoi dabl e, consi dered as tine
served.
IS not excused as shal | be
unavoi dabl e, consi dered as | ost
tinme.
detention by civilian IS not excused as shal | be
authorities, unavoi dabl e, consi dered as | ost
tinme.
early departure of a provi ded nenber shal | be
nobil e unit because of reports to a naval |[considered as tine
oper at i onal command, served.
comm t nent s,
certain other unusual an exception is details of such
ci rcunst ances, consi dered cases shoul d be
resulting in a menber appropriate by the |forwarded to Chief
bei ng absent fromthe commandi ng of Naval Personne
menber’s duty station, of ficer, (N13) for
det er mi nati on.
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Peri ods of absence

over regul ar
and charged as
tabl e bel ow

i berty and speci al
be conmputed using exanples in the

| eave, shal

| i berty, excused as unavoi dabl e

WHEN member
departs on

AND member
returns at

THEN member is charged

1000,
10 Sept enber,
to expire on
boar d
Wednesday at
0830,
11 Sept enber,

Absence in Excess of 24 Hours Over Regular Liberty
regul ar 1000, 3 days | eave for period
i berty on 18 Sept enber, [16-18 Sept enber.
Friday at W th
1630, 13 unaut hori zed |Comment: day regular liberty
Sept enber, to |absence expi red through day of return
expire on excused as since return was after 0900.
board Monday |[unavoi dabl e,
at 0730,
16 Sept enber.
speci al 1500, 3 days | eave for period
i berty on 12 Septenber, [10-12 Sept enber.
Tuesday at wth

unaut hori zed
absence
excused as
unavoi dabl e,

Comment: day special liberty
commenced t hrough day of return
since period of unauthorized
absence exceeded 24 hours.

Note: Had the period of

unaut hori zed absence been | ess

t han 24 hours, no | eave woul d have
been char ged.

Total Absence Exceeds 72 Hours

speci al
liberty on
Monday at
1000,

9 Sept enber,
to expire on
board

Thur sday at
0830,

12 Sept enber,

0600,

13 Sept enber,
wth

unaut hori zed
absence
excused as
unavoi dabl e,

4 days | eave for period
9-12 Sept enber.

Comment: day special |iberty
comenced t hrough day prior to day
of return, since nmenber returned
prior to 0900, 13 Septenber.

Not e: The period of unauthorized
absence was | ess than 24 hours,

but the period of special liberty
pl us unaut hori zed absence exceeded
72 hours.
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MILPERSMAN 1050-120

SEPARATION LEAVE

Responsible [ CNO (N13) Phone: DSN 225- 3304
Office Ccom (703) 695-3304
FAX (703) 695-3311

Governing DFAS- DIMS, Procedures Trai ni ng Gui de (DFAS- PTG
Directive

1. Policy

a. \Wen consistent with mlitary requirenents, a nmenber may
be granted | eave whi ch expires,

(1) if active duty, on the day of separation w thout the
necessity of returning to the separation site.

(2) if reserve, prior to the effective date of
separation in order that allowable travel tinme can be conpleted
on the separation date.

b. Separation leave is granted by the nenber’s commandi ng
of ficer according to the conmand’ s | eave program

c. Since a nenber is not required to report to a naval
activity for final processing at the expiration of leave, it is
i nperative that the separating activity acconplish all pre-
separation counseling and adm ni strative processing prior to the
menber’ s departure for |eave.

d. \When separation processing has been conpleted and the
menber has departed on | eave, such | eave may be voluntarily
termnated only if the menber returns to the command or the
separation activity maintaining the nenber’s records.

e. Travel to the menber’s command or the separation
activity will be at the nenber’s own expense.
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2. Policy for Deployed Afloat Units and Overseas Activities

a. Commanding officers of deployed afloat units and
overseas activities may authorize separation |eave in the
menber’s orders, which direct transfer to a separation activity
in the 48 contiguous United States or District of Colunbia
(D.C).
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b. Use the rules in the table below to determ ne actions
involved in granting separation | eave:

WHEN ... AND THEN ... AND
menbers are desire menbers shall be subsequent
assigned to separation |transferred to the granting
depl oyed afl oat |[in one of separation activity of
units or to the 48 nearest the port of separation
over seas conti guous |debarkation in one of | eave,
activities, Uni ted t he contiguous United that is

States or States or D.C. for aut hori zed
D.C, separati on processing in the
menber’ s
transfer
or ders.
For the purpose |transferre [nenber is considered to|a request
of separation dto a have fulfilled the for
| eave, a nenber |separation |prescribed area tour exception
assigned to an |activity to the
over seas in one of prescri bed
activity, the 48 tour is
cont i guous not
United required.
States or
D. C.,
nmenber 1s being commandi ng officers of |nenber has
separated at depl oyed afl oat units acknow -
current duty and overseas conmmands edged t he
station outside may grant separation st at enent
the 48 | eave to separating bel ow:
conti guous menbers provi ded
United States
or D.C enl i sted nenber has
according to si gned NAVPERS
the article on 1070/ 613,
place of Admi ni strative
separation Remarks entry, and
cont ai ned
el sewhere in of ficer has signed a
this Mnual | etter approved by
(see M LPERSVAN conmandi ng of fi cer
1910-812),
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“I hereby request to be granted (nunber) days separation |eave
by (nanme of command).

| understand that in the event | desire to termnate this | eave
to reenlist or to continue on active duty | nust return to (nane
and | ocation of conmand).

| al so understand that such return travel is at ny own expense
and that | have no entitlenent to or claimfor reinbursenent.

| also understand that if |I and/or ny famly nmenbers travel at
Gover nment expense prior to the effective date of separation to
reenlist or to continue on active duty, | will be checked for

t he anobunt of Governnent transportation provided to ne and/or ny
famly menbers.”

3. Policy for Deployable CONUS-Based Units and CONUS
Activities. Use the rules in the table bel ow when granting
separation | eave to nmenbers of CONUS units and activities:

WHEN ... AND ... THEN ...
CONUS activities and CONUS- commandi ng of ficers
based depl oyable units may aut hori ze such
(ships, VP, VA, NMCB, etc.,) | eave.

based in any of the 48
conti guous United states or
D.C., are not scheduled to
depl oy during the period of
separation | eave,

a unit is scheduled to call at a menbers desiring
depl oy, |eave 48 conti guous port outside|separation | eave
United States or D.C this area, shal | be transferred
during the to the nearest
period of separating activity
separation for separation
| eave, pr ocessi ng.
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4. Prohibited Actions. The follow ng actions related to the
separation | eave are prohibited:

a. Separation |leave of active duty nenbers shall not del ay
separation. At the expiration of the | eave period the nenber
wi |l be considered separated.

b. Excess |eave shall not be granted as part of separation
| eave.

c. Separation |eave shall not be granted for nmenbers who
are being adm nistratively di scharged.

5. Separation Leave Composition and Limitations. Separation

| eave is ordinary | eave and shall consist of accrued and advance
| eave, not to exceed the amount of | eave to be earned by actual
day of separation

a. The commandi ng officer granting separation | eave has the
authority to authorize the anount of |eave the nmenber wl|
accrue to the date of separation, including an anmount exceedi ng
60 days.

b. A nmenber may be granted all or a portion of accrued and
advance | eave as separation | eave, dependent upon mlitary
requi renents and the desires of the nenber.

c. Paynent, for unused accrued |eave at the tinme of
separation, is limted to paynent for a maxi mum of 60 days per
career after 9 February 1976, and will be included in the
menber’ s final check
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6. Officer Resignation or Release.

bel ow when granting separation | eave

requesting rel ease:

Use the rules in table
to officers resigning or

WHEN ...

AND

THEN ...

officer is
resi gni ng or
requesting
rel ease from
active duty
(RAD),

IS submtting
resi gnati on/ RAD
requests to Navy
Per sonnel Conmand
( NAVPERSCOM

( PERS- 813/

resi gnations)
NAVPERSCOM

( PERS- 4/ RAD) ,

of ficer should include
a statenent concerning
t he nunber of days of
separation | eave
approved by their
command wi th command
endor senent .

Separation | eave
cannot be
approved at that
time (see the
rul e above),

of ficer should forward
to the appropriate
office in the
NAVPERSCOM a conmand
endor sed statenent of
t he anmount of
separation | eave

aut horized, wll in
advance of receipt of
separation order, to
ensure separation

| eave can be conpl eted
on the effective date
contained in the
orders, except as
addressed in the
General Policy bl ock.
Failure to do so nay
require order
nodi fi cati on.
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7. Permissive Actions. Following is a list of perm ssive
actions relating to separation | eave and | eave en route, early
rel ease, and frequency of use during a career:

a. Separation |leave may be granted in conjunction with an
early rel ease program

b. Separation |eave may be utilized nore than once per
car eer.

8. Gapping Billets

a. The granting of separation | eave may cause sone billets
to be necessarily gapped, since the needs of the Navy may
preclude providing an early relief for a nmenber who is being
separ at ed.

b. Commandi ng officers authorizing separation |eave will do
so only when the efficiency and readi ness of the conmand w | |
not be unduly inpaired during the period of tine when the billet
will not be filled.

9. References

a. Admnistrative and disbursing officer procedures are
cont ai ned i n DFAS PPM

b. Retirenent |eave is discussed in the article on accrued
| eave creditable upon retirenent (M LPERSMAN 1050-400)
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MILPERSMAN 1050-130

EMERGENCY LEAVE

Responsible | CNO (N13) Phone: DSN 225- 3322
Office COoM (703) 695-3322
FAX 225- 3311
Governing OPNAVI NST 4650. 15
Directives Joint Federal Travel Regulations (JFTR)
Vol ume 1, Chapter 7
DCOD Directive 1327.5 of 24 Sept 85

1. Policy. Energency |eave should be granted whenever the

ci rcunst ances warrant, based on the judgnent of the commandi ng
officer and the desire of the nenber. The determ nation of

whi ch eligible dependents, if any, will travel on funded
energency | eave shall be the nenber’s (as defined in OPNAVI NST
4650. 15 and JFTR, Volune |, Chapter 7). Funding availability is
not criteria for making a determnation. Since nost famly
energencies are highly tine-dependent, swift and sensitive
action on energency | eave requests is essential.

2. Alternatives to Extended Emergency Leave. Prior to granting
ext ended energency | eave invol ving excess | eave, consideration
shall be given to the possibility of a request for either

a. a humanitarian duty assignnent, or

b. a hardship di scharge.

3. Verifying that Emergency Exists. Navy policy does not
require the use of the American Red Cross to verify al
energency | eave situations; however, when the | eave-granting
authority is uncertain of the validity of an energency
situation, verification assistance should be requested.
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4, Whom to Contact for Assistance

a. The commandi ng officer or the nenber concerned should
request the assistance of the

(1) home port contact officer for depl oyed nenbers;

(2) the mlitary installation nearest the | ocation of
t he emergency; or, if necessary,

(3) the American Red Cross

to obtain additional information desired concerning the urgency
or necessity of the menber’s presence.

b. Dependents shoul d be encouraged to request assistance in
energency situations fromthe

(1) Anerican Red Cross,
(2) menber’s home port contact officer, or

(3) the nearest Navy or other mlitary activity.

5. Conditions for Granting Emergency Leave. Energency |eave is
authorized in the circunstances set forth bel ow and normal |y
will be granted provided the mlitary situation permts as
determ ned by the fleet, force, or area commander concerned when
t he exi stence of an energency has been determ ned by letter,

tel egram or tel ephone call fromthe

famly menber,

m ni st er,

attendi ng physician, or
other interested party

to the nenmber’s command or to the nenber concer ned.
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6. Definition of Emergency Circumstances. The energency
ci rcunst ances needed for granting energency |eave are defined as
fol | ows:

a. Contribution to Welfare of a Dying Member. \Wen the
return of the service nmenber will contribute to the welfare of a
dyi ng nmenber of the service nenber’s or spouse’ s immediate
family.

(1) Definition of “Immediate Family.” The Service-
menber's or spouse’s “imrediate famly” is defined to consist of
the foll ow ng nenbers

f at her,

not her,

person standing in loco parentis,

spouse,

chil dren,

br ot her,

sister, or

only living rel ative.

(2) Definition of “In Loco Parentis.” “In |oco
parentis” is defined by DOD Directive 1327.5 as a person who
stood in place of a parent to the service nenber 24 hours a day
for a period of at |least 5 years before the service nenber
becanme 21 years old or entered mlitary service.

b. Death. Upon the death of a nenber of the service
menber’ s or spouse’s immediate famly.

C. Accident or Serious Illness. Wen an accident to, or
serious illness of, a nmenber of a service nmenber’s or spouse’s
i mediate famly results in a serious famly problem and inposes
i nportant responsibilities on the nenber which nust be net
i mredi atel y, and whi ch cannot be acconplished fromthe nmenber’s
duty station or by any other individual or neans.

d. Severe and Unusual Hardship. Wen failure of the
service nenber to return honme would create a severe and unusual
hardship on either the nenber or the nmenber’s famly.
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7. Members with Infectious or Contagious Disease. Per sonnel
undergoi ng treatnent for an infectious or contagi ous di sease
shall only be granted | eave for enmergency reasons and then only
when supported by a statenment froma nedical officer that the

| eave wi Il not jeopardize the public health.
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MILPERSMAN 1050-140

COMPUTATION OF EMERGENCY LEAVE INVOLVING
GOVERNMENT - FUNDED TRAVEL

Responsible | CNO ( N13) Phone: DSN 225- 3304
Office COM| (703) 695-3304
FAX| (703) 695-3311

Governing DOD Directive 1327.5 of 24 Sept 85
Directives Joi nt Federal Travel Regulations (JFTR),
par agr aph U7205

1. Policy. The table bel ow specifies the Federal and DOD policy
for charging tinme spent in energency |eave travel.

WHEN emergency leave travel THEN time spent in emergency
is ... leave travel shall ...

aut hori zed at governnent expense, |not be charged to nenber’s

| eave account.

not authorized at gover nnent be charged to the nenber’s
expense, | eave account.
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2. Accounting for Government - Funded Emergency Leave Travel.

Emer gency | eave invol ving governnent-funded travel shall be
accounted for as specified in the table bel ow
WHEN
emergency
leave is | AND member
taken ... is ... THEN ... AND ... AND ...
wi t hin assi gned enmergency |l eave to |the day of the tine required
Conti - Per manent visit a place arrival within |to travel from
nent al Change of wi thin CONUS shall |CONUS shall be |the port (or
Unit ed Station conmence on the accounted for aerial port) of
St ates (PCS) day follow ng the as a day of debarkation to
( CONUS) out si de date of arrival at |duty, the area of the
CONUS, the port (or emer gency shall
aerial port) of be charged as
debar kati on within | eave.
CONUS,
menber on t he day of the tine required
ener gency | eave reporting at to travel from
shal I be the port (or the area of the
consi dered as aerial port) of |energency to the
returned to a duty |[enbarkation port (or aerial
status upon wi t hi n CONUS port) of
reporting at a shal | be enbar kat i on shall
port (or aerial accounted for be charged as
port) of as a day of | eave.
enbarkation within |duty,
CONUS for return
to duty outside
CONUS,
wi t hin (in gover nirent - f unded char geabl e t he nmenber shall
CONUS accordance |emergency | eave | eave commences |be consi dered as
with JFTR, |[travel shall not t he day returned to a
par . be charged as foll owi ng the duty status upon
U7205- B) | eave, menber’ s reporting to the
per f orm ng arrival at the |PDS, homeport, or
Tenpor ary per manent duty |other |ocation as
Addi ti onal station (PDS), applicable, for
Duty/ Tem honeport, or return to duty
por ary other location |via government-
Dut y to which f unded
( TAD TDY) , gover nnent transportation.
or is funded travel The day of
assi gned i s authorized, reporting to the
to a ship PDS, honeport, or
which is ot her | ocati on,
away from shal | be
its accounted for as
honeport, a day of duty.
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WHEN
emergency
leave is | AND member
taken ... is THEN ... AND ... AND ...
out si de emergency |l eave to |the day of
CONUS, visit a place arrival at the
out si de CONUS port (or aeria
shal | comence on port) of
t he day foll owi ng debar kat i on
t he date of shal | be
arrival at the accounted for
port (or aerial as a day of
port) of duty.
debarkation in the
area of the
emner gency,
menber on t he day of
emergency leave to |reporting at
visit a place the port (or
out si de CONUS aerial port) of
shal | be enmbarkation, in
consi dered as the area of the
returned to a duty [energency,
status upon shal | be
reporting at a accounted for
port (or aerial as a day of
port) of duty.
enbarkation in the
area of the
emer gency, for
return to duty,
out si de aut hori zed |government - f unded travel within
CONUS, emer gency travel (in CONUS not
| eave to accordance with aut hori zed at
visit a JFTR, par. U7205) gover nnent
| ocati on that requires expense shal
out si de routing within be charged as
CONUS, CONUS, shal | not | eave.

be charged as
| eave,
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3. Illustrative Examples.

accordance wth JFTR, par.

Example 1: Out CONUS PCS - In CONUS Leave.

Ur205.

The follow ng four energency | eave
exanples are provided to illustrate likely scenari os.
assume governnent-funded transportation i s authorized,

They
in

Menber assi gned PCS

out side CONUS and is on energency | eave in CONUS:

Event Location Date Remarks

departs |CGer many 1 July duty station in Germany

arrives |Philadel phia PA |2 July aerial port of debarkation

departs |Phil adel phia PA |2 July

arrives |San Francisco CA |2 July area of energency

departs |San Franci sco CA |8 August the period 3 July to
8 August inclusive
chargeabl e as | eave

arrives |Philadel phia PA |9 August aerial port of
enbar kati on; awai t
gover nnent - f unded
transportation — the day
9 August not chargeabl e as
| eave

departs |Phil adel phia PA |10 August

arrives |CGermany 11 August |duty station in Germany

Cct ober
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Menber assi gned PCS

outside CONUS and is on energency |eave at different |ocation
out si de CONUS:
Event Location Date Remarks
departs Ger many 1 July duty station in Germany
arrives McGuire AFB NJ 2 July
departs McGuire AFB NJ 2 July
arrives Travis AFB CA 4 July
departs Travis AFB CA 5 July
arrives H ckam AFB HI 6 July aerial port of
debar kat i on

departs H ckam AFB HI 6 July energency | eave in
Hawai i

arrives H ckam AFB HI 8 August the period 7 July to
7 August inclusive
char geabl e as | eave;
aerial port of
enbarkation — awaiting
transportation for
return to duty

departs H ckam AFB HI 12 August |the days 8 to 11 August
i ncl usi ve not chargeabl e
as | eave — nenber
awai ti ng gover nnent -
funded transportation

arrives Travis AFB CA 13 August

departs Travis AFB CA 13 August

arrives McGuire AFB NJ 16 August

departs McGuire AFB NJ 18 August

arrives Ger many 19 August |duty station in Gernmany
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Example 3: In CONUS PCS - Out CONUS Leave. Menber assigned PCS
in CONUS and is on energency | eave outsi de CONUS:
Event Location Date Remarks
departs |Norfol k VA 1 July departs duty station after
nor mal wor k hours
arrives |Los Angel es 3 July travel s at own expense aeri al
| nt er nati onal port of enbarkation
Airport CA
departs |Los Angel es 4 July on governnent -funded flight
| nt er nati ona
Airport CA
arrives |Manila 6 July aerial port of debarkation
| nt ernati ona
Airport PI
departs |Manil a 6 July departs on energency | eave in
| nt er nat i onal Phi |'i ppi nes; the period
Ai rport PI 7 July to 6 August inclusive
chargeabl e as | eave
arrives |Manila 7 August aerial port of enbarkation;
| nt er nat i onal awai ti ng gover nnent - f unded
Airport PI transportation for return to
duty;
departs |Manil a 8 August the days 3 July and 7 August
| nt er nat i onal not chargeabl e as | eave —
Airport PI menber awaiting governnent -
funded transportation
arrives |Los Angel es 9 August aerial port of debarkation
| nt er nati ona
Airport CA
departs |Los Angel es 9 August at own expense
| nt ernati ona
Airport CA
arrives |Norfol k VA 11 August |arrives at duty station after

nor mal wor ki ng hours; the
days 2 July and 10 and

11 August charged as | eave -
days of travel w thin CONUS,
not authorized at government

expense
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in CONUS and is on energency |eave in CONUS. Menber is assigned

to a ship honmeported in Norfolk VA, menber’s ship is conducting a
port visit

in New Ol eans LA.

Event Location Date Remarks

departs New Ol eans LA |1 July departs ship via
gover nnent - f unded
transportation

arrives Nor fol k VA 2 July

departs Nor f ol k VA 2 July commences energency | eave;
the period 3 July to
1 August inclusive
char geabl e as | eave

arrives Nor f ol k VA 2 August |the days 2 and 3 August not
char geabl e as | eave -
menber awai ting governnent -
funded transportation

departs Nor f ol k VA 4 August

arrives Pensacol a FL 5 August |arrives aboard ship

4. Actual Period to be charged as Leave

a.

be determ ned by “in”
aut hori zation or travel

b.

menber shal

The act ual
and “out”
orders.

When this is inpossible or inpractical
furnish a conplete itinerary,

(1) dates,
(2) hours, and
(3) places of all

This itinerary shal

period to be charged as energency | eave shal
endor senents on | eave

to obtain, the

i ncl udi ng

departures and arrivals.

be used to conpute the | eave period.
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MILPERSMAN 1050-150

LEAVE EN ROUTE IN EXECUTION OF ORDERS

Responsible [ CNO (N13) Phone: DSN 225- 3304
Office Ccom (703) 695-3304
FAX (703) 695-3311

Governing

. i DOD Directive 1327.5 of 24 Sept 85
Directives

1. General Policy. Any delay authorized in orders directing a
per mmnent change of station (PCS) in excess of allowed proceed
time or travel tine is chargeable to | eave.

2. Specific Policy

a. Authorized delay granted in PCS orders may be expressed
(1) in the formof nunber of days, or

(2) as a specific DELREP date, and may include excess
| eave in those instances consi dered necessary by the commandi ng
of ficer.

b. Wen the orders direct the reporting at one or nore
pl aces for Tenporary Duty (TEMDU), Tenporary Duty Under
I nstruction (TEMDU NS), Tenporary Duty Involving Flight
Operations (TEVDI FOPS), or TEMDI FINSOPS, en route to a new
ulti mate permanent or tenporary duty station, the orders may
stipulate a “not earlier than” and/or “not |ater than” date to
report at one or nore of such pl aces.

(1) The total nunber of days delay authorized in orders
may be exceeded provided neither the detaching nonth nor the
report-no-later-than date is affected.

(2) Any travel time in excess of constructive travel
time allowed by the direct route shall be charged as | eave.
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(3) Any cost of travel in excess of that allowed over
the direct route shall be borne by the nenber.

3. When May Delay be Taken. Unless otherw se precluded by the
terms of the orders and wi thout being specifically stated in the
orders, any portion of delay authorized in PCS orders, including
t hose directing consecutive tours of overseas duty, nmay, at the
di scretion of the nenber and as appropriate according to the

| ocation of old and new duty stations, be taken prior to or
after

a. arrival in the 48 contiguous United States or District
of Col unbi a,

b. reporting to TEMDU station(s) en route, or

c. departure fromthe contiguous 48 United States or
District of Col unbia.

NOTE: Delay to be used in visiting foreign countries requires
conpliance with the article on visits to foreign countries.

4. Rule for Use of Authorized Delays for Officers at POE’s

a. When PCS orders for officers authorize delay in
reporting for a specific nunber of days or until a specific date
at the port of entry (POE) for transportation to a new
destinati on,

b. then such orders preclude the use of the authorized
del ay after departure fromthe POE

c. and the date of reporting at the POE nust be net unl ess
the orders are nodified to the contrary.

5. Address Changes. Keep old and new duty stations advised of
addr ess.

Cct ober 2002 CD



1050-150
22 Aug 2002
Page 3 of 4

6. Charging Leave,

Proceed, and Travel Time.

Proceed ti ne,

travel

tinme, and | eave are charged in that order

Only that

portion of the period between stations which is not authorized

as proceed or travel
travel
properly allowable wll

time is chargeabl e as | eave,
time authorized in the orders but
be charged as | eave.
the table below to charge | eave or proceed/trave

except that

in excess of the tine
Use the rules in
time for given

speci al circunstances:
WHEN THEN ...
the nmenber reports for duty at |the nenber shall not be charged

the new duty station before
the stipulated reporting date,

with | eave equal to the ful
anount authorized in the orders,
but with only so nuch of it as
is actually used after proceed
and/or travel tinme have been
deduct ed.

only proceed and travel tine
are involved, i.e., leave is
not authorized or the nenber
uses a period of time |ess
than the properly allowabl e
conbi ned total of proceed and

proceed tinme shall be reduced to
the tinme remaining, if any,
after the allowable trave
has been deduct ed.

time

travel tine,
7. Examples. The follow ng exanples are set forth in the table

followng to aid in determ ning reporting dates,
| eave used.

dat es, and anount of
context of two situations,
a. proceed, travel,

b. only leave tine.

i ncl usive | eave
The exanpl es are given in the

where the orders authorize

and | eave ti ne.
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IF orders AND if the
authorized member THEN
4 days used the the periods would be accounted for as follows:
proceed, maxi mum tine
3 days al lotted, 1 August - date detached (day of duty).
travel ,
10 days 1 to 10 August, inclusive - period of |eave.
| eave, and
depar?ure 11 to 14 August, inclusive - proceed tine.
date is
1 A t . . .
ugust. 15 to 17 August, inclusive - travel tinme.
18 August, day reported is day of duty.
reports on the peri ods woul d be accounted for as follows:
15 August,
1 August - detached
1 to 7 August, inclusive - period of |eave
(7 days).
8 to 11 August, inclusive - proceed tine.
12 to 14 August, inclusive - travel tine.
15 August - date reported is day of duty.
reports on the peri ods woul d be accounted for as follows:
7 August
1 August - date detached.
1 to 3 August, inclusive - proceed tine.
4 to 6 August, inclusive - travel tine.
-7 August - Report date (day of duty).
10 days used the the periods would be accounted for as follows:
| eave, no maxi mum ti ne
proceed al lotted, 1 August - date detached.
tinme, no
travel 1 to 10 August - |eave peri od.
time, and
date of :
det achment 12 August - reporting date (day of duty).
is
1 August,

Cct ober

2002 CD



MILPERSMAN 1050-160

1050-160
22 Aug 2002
Page 1 of 2

LEAVE DURING TEMPORARY DUTY OR TEMPORARY ADDITIONAL

DuTy

Responsible | CNO (N13) Phone: DSN 225- 3304

Office Ccom (703) 695-3304
FAX (703) 695-3311

Governing DOD Directive 1327.5 of 24 Sept 85

Directive

1. Rules for Leave During Temporary Duty or Temporary

Additional Duty.

Use the rules in table bel ow when granting
| eave during tenmporary duty (TDY) or tenporary additional duty
(TAD) or when ordering to TDY/ TAD from | eave st at us:
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WHEN ... AND THEN ... AND AND
| eave is t he the original Leave
granted at menber’ s Request / Aut hori za-
a TAD pay record |[tion form NAVCOWT
station, is not in 3065, will be
the custody |forwarded to the
of the TAD |PDS upon the
station, menber’s return
fromleave for
recordi ng the | eave
t aken.
per sonnel , upon conpl eti on of a charge agai nst per sonnel
ordered to such TDY or TAD, | eave shall not be |so
TDY or TAD personnel so made for the period |ordered
whil e on ordered shall, of such duty, shal
| eave and unl ess ot herwi se i ncluding the tine endor se
when directed in the required to travel on their
ordered to orders, revert to to and fromthe orders
resume | eave status upon | eave address in t he date
| eave arrival at their t he execution of and hour
status upon | eave address for such duty via the of
conpl eti on t he unexpired node of departure
of such portion of the transportation from and
duty, enter | eave previously aut horized in the return to
into a duty grant ed, orders, their
status upon | eave
departing addr ess.
fromtheir
| eave
address in
compl i ance
with such
orders,
menber is it becones |[the period of the remaining tine
on necessary absence shall not of absences is to
aut horized |to recall be charged to the be consi dered
| eave, t he nember | eave account when travel time, unless
to duty for |the period between it is clearly
reasons of departure on | eave excessive, in the
mlitary and the menber’s ci rcumst ances, then
necessity, recei pt of the the entire absence
recall is 72 hours wi Il be charged as
or |ess, | eave. Al so see
not e bel ow.

NOTE:
travel
i ssued.

r ei nbur senment,

In circunstances where the menber will
orders authorizing travel

be entitled to
shoul d be
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MILPERSMAN 1050-170

LEAVE IN CONJUNCTION WITH TEMPORARY ADDITIONAL DUTY

Responsible [ CNO (N13) Phone: DSN 225- 3304
Office Ccom (703) 695-3304
FAX (703) 695-3311

Governing

. i DOD Directive 1327.5 of 24 Sept 85
Directive

1. Policy. Leave shall be granted with tenporary additi onal
duty (TAD) whenever requested and operationally feasible.

a. This is a particularly useful way to increase the use of
| eave in nobile units.

b. The anobunt of |eave to be granted with TAD, however,
shal |l not exceed 30 days, unless the |eave is energency | eave.

2. Avoiding Negatives of Concurrent Leave and TAD

a. CGovernnent agencies have been criticized in the past for
permtting officer and enlisted personnel to take |eave with
TAD, where it could be construed that the TAD was arranged both
as to tinme and place in order to provide transportation for
| eave at government expense.

b. In planning TAD, both the fact and the appearance of TAD
arranged to serve the | eave desires of the individual shall be
scrupul ously avoi ded.

3. Is TAD Essential?. G eat care nust be taken to ensure that
when | eave is granted with TAD

a. it is clear the TAD is essential, and

b. no additional cost to the governnent is involved.
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4. Travel by Privately Owned Conveyance. Travel by privately
owned conveyance (POC) should not be authorized except “For
Conveni ence of the Menber” in TAD orders, which authorizes | eave
except when POC will be less costly than antici pated

a. per diem
b. taxi fares, and

C. gratuities.

5. Payment of Per Diem

a. Paynment of per diemincident to reporting for TAD
earlier than the date specified in the orders is not authorized.

b. To prevent penalty to the service nenber it is,
t herefore, incunbent upon the officer authorizing the TAD and
| eave

(1) to ascertain the nenber’s |eave desires, and

(2) to ensure that the orders are witten to suit the
travel tinme and desired | eave invol ved.

6. Issuing Leave Form. NAVCOWT 3065, Leave Request/

Aut hori zation, with Leave Control Nunmber (LCN), shall be issued
for personnel who are approved for |leave with TAD. Approved

| eave period and LCN shall be annotated on the TAD orders.
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MILPERSMAN 1050-180

CONVALESCENT LEAVE

Responsible [ CNO (N13) Phone: DSN 225- 3304
Office COM| (703) 695-3304
FAX| (703) 695-3311

Governing DOD Directive 1327.5 of 24 Sept 85
Directives DFAS- DIMS, Procedures Training Guide
( DFAS PTQ)

1. Authority to Grant Convalescent Leave. Unless

ot herwi se indi cated, conval escent |eave shall be granted
only when reconmmended by Chief, Bureau of Medicine and
Surgery, through action taken upon the report by a nedical
board or the recommended findings of a physical eval uation
board, or higher authority.

2. Who May Grant Convalescent Leave. The follow ng
individuals in positions of authority may grant

conval escent | eave to active duty Navy patients subject to
a set of conditions:

a. a nenber’s commandi ng officer (upon advice of
attendi ng physici an);

b. comuanders of Navy, Arny, or Air Force nedical
facilities, for personnel hospitalized therein; or

c. the commandi ng officer of the nearest naval
hospital for personnel hospitalized in U S. Public Health
Service hospitals or civilian hospitals; and

d. rmanagers of Veterans Adm nistration hospitals
within the 50 United States or in Puerto R co, may grant
conval escent | eave to active duty Navy patients, with or
w t hout reference to a nedical board, a physical evaluation
board, or higher authority provided that the conditions
stated bel ow are net
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3. Conditions for Granting Convalescent Leave. All of the
foll ow ng conditions nust be nmet before conval escent |eave
may be granted:

a. The conval escent | eave is being granted subsequent
to and because of a period of hospitalization.
Hospitalization is defined as formal adm ssion to a nedi cal
treatment facility.

b. The nmenber is not awaiting disciplinary action or
separation fromthe service for nedical or admnistrative
reasons.

c. The nedical officer in charge of the case considers
t he conval escent | eave to be beneficial to the patient’s
heal t h.

d. The nedical officer in charge of the case certifies

(1) the patient is not fit for duty,

(2) the patient will not need hospital treatnent
during the conval escent |eave period contenpl ated, and

(3) such leave wll not delay final disposition of
t he case.

4. Providing Recovery After Birth. To provide an
appropriate recovery period for servicenenbers who give
birth, conval escent |eave will normally be granted for 42
days follow ng any unconplicated delivery. Servicenenbers
on such conval escent | eave may, with their physician’s
concurrence, termnate their |eave status sooner.

5. Maximum Allowable Leave Rate

a. \Wen considered necessary by the attending
physi ci an conval escent | eave may be granted to nenbers on
active duty by the nenber’s comrandi ng officer or the
hospital’s commandi ng officer for a period of up to 30 days
per period of hospitalization.

b. In instances where care is not provided by a
federal mlitary hospital, up to 30 days conval escent | eave
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may be granted by the menber’s commandi ng of ficer upon the
recommendati on of the attendi ng physician.

6. Exercising Care in Granting Leave

a. Care shall be exercised in granting conval escent
leave to limt the duration of such |leave to that which is
essential in relation to

(1) diagnosis,

(2) prognosis,

(3) estimated duration of treatnent, and

(4) probable final disposition of the patient.

b. Care should be exercised to keep conval escent |eave
to the m nimum anmounts required to enabl e recuperation.
The nedical treatnent facility commandi ng of fi cer may
extend conval escent | eave beyond the above tine frames if
t he nenber’s parent command concurs.

c. |If considered necessary, the nmenber’s commandi ng
officer may require patients receiving care at a facility
other than a federal mlitary hospital to be exam ned by a
mlitary nedical treatnent facility prior to the
aut hori zation of additional conval escent |eave.

d. Conval escent | eave should not del ay processing of
medi cal boards or admi nistrative disposition of the nmenber.
Menbers awai ti ng physical eval uation board (PEB) action may
be pl aced on conval escent | eave, but nmust remain in the
| ocal area. Only the PEB may grant exceptions to this

policy.

7. Granting Leave to POW’s. Chief of Naval Operations
(N130) may grant conval escent |eave to repatriated

pri soners of war upon their transfer or detachment to the
United States with or without action by a nedical board or
physi cal eval uati on board.
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MILPERSMAN 1050-190

SICK IN QUARTERS (SIQ) STATUS

Responsible [ CNO (N13) Phone: DSN 225- 3304
Office Ccom (703) 695-3304
FAX (703) 695-3311

Governing

. i DOD Directive 1327.5 of 24 Sept 85
Directive

1. Definition. A nenber is in this status when excused from
duty for treatnent, or “nedically directed” self-treatnent, in
home, barracks, or other non-hospital facilities, hotel, notel,
occupyi ng beds in dispensaries, etc.

2. Maximum Time in Status. The length of tine an individual
may be placed in this status

a. should nornmally be no greater than 72 hours, but

b. may be extended to a maxi mum period of 14 days, when
medi cal | y directed.
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Responsible | CNO (N13) Phone: DSN 225- 3304

Office COM|[ (703) 695-3304
FAX| (703) 695-3311

Governing DOD Directive 1327.5 of 24 Sept 85

Directive

1. WwWhat Is R&R?

a. R&R is granted in conjunction with rest and recuperation

program est abl i shed:

(1) in areas designated for inmnent danger or hostile

fire pay, and

(2) when operational mlitary considerations preclude

the full execution of ordinary annual

| eave prograns.

b. Leave granted in connection with authorized R&R prograns
is chargeable to the nenber’s | eave account.

2. How R&R Is Established. R&R | eave program nust be
established with the approval of the Ofice of the Secretary of

Def ense (OSD) to aid in neeting the ains of the | eave and

|iberty prograns in conbat areas.

3. What Criteria and Restraints Apply.

When establishing R&R

progranms, the following criteria and restraints nust be

i ncl uded:

a. The area nust be an area designated for immnent danger

of hostile fire pay.

b. Tours of duty in the area nust be unacconpani ed tours.
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c. Odinary annual |eave prograns nust have been restricted
for reasons of mlitary necessity.

d. The area nust be an area in which entry of personnel on
official or unofficial travel is controll ed.

e. Transportation to and from R&R areas is to be provided
on a space-required basis, and travel time shall not be charged
to the nenber’s | eave account.

f. R&R periods nust be limted to one per 12 nonth peri od.

g. The program nust include provisions to prevent the
conmbi nation of R&R |l eave with

(1) liberty,
(2) adm nistrative absences, and

(3) tenporary duty or travel for other purposes.
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MILPERSMAN 1050-210

ENVIRONMENTAL AND MORALE LEAVE (EML)

Responsible [ CNO (N13) Phone: DSN 225- 3304
Office Ccom (703) 695-3304
FAX (703) 695-3311

Governing OPNAVI NST 4630. 25C
Directives DOD 4515.13-R 5
DOD Directive 1327.5 of 24 Sept 85

1. Wwhat Is EML?

a. EM prograns are established at overseas installations,
where adverse environnmental conditions require specific
arrangenents for leave in nore desirable places at periodic
i ntervals.

b. EM. prograns involve space-avail able travel privileges
accordi ng to OPNAVI NST 4630. 25C and DOD 4515. 13- R. 5.

c. The | eave taken under the EML programis ordinary | eave
chargeabl e to the nenber’s account.

2. Limitations

a. Menbers, regardless of their acconpani ed status, and/or
their famly nmenbers nay be provided space available air
transportation fromEM destination site. The nmenber’'s famly
nmust be command sponsored to partici pate.

b. In addition, participants may take no nore than two EM.
trips per year.

c. Except those servicenenbers assigned to dependent -
restricted areas, EML trips for the servicenenber may not be
taken within 6 nonths of the beginning or end of the nenber’s
tour of duty at the eligible |ocation.
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3. Unified Command Programs. Unified commanders may establish
EML prograns in their geographical areas of responsibility,
wher e adverse environnmental conditions exist which would of fset
the full benefit of annual |eave prograns. Environnental |eave
prograns are intended to supplenent in-country |eave schedul es
established in execution of basic |eave policy. These prograns
nmust include criteria and restraints identified bel ow.

4, Installation Selection Criteria.

a. Installations selected to participate nust be limted to
t hose whi ch have one or nore of the follow ng deficiencies:

(1) Extraordinary difficult living conditions, i ncl uding
(a) geographic isolation,
(b) inadequate commercial transportation, and

(c) lack of adequate cultural and recreational
opportunities.

(2) Notably unhealthful conditions, i ncluding

(a) lack of public sanitation,

(b) inadequate health control neasures, and

(c) a high incidence of diseases and epi dem cs.
(3) Excessive physical hardship from

(a) climte,

(b) altitude, or

(c) dangerous conditions affecting |ife physical
wel | being or nmental health.

b. Installations selected to participate nust have
prescri bed tour |engths for acconpani ed personnel which are
shorter than 36 nonths, the standard overseas tour |length for
acconpani ed personnel .
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c. Installations selected to participate nust be
specifically designated as EM. origination sites.

5. Other Criteria and Limitations

a. Places to which EM. program personnel may go nust be
designated for each origination site. Selection should be based
on

(1) proximty,

(2) adequacy of cultural and recreational opportunities,
and

(3) availability of space-available travel resources.

b. Environnmental and norale |eave origination sites should
not be specified as EM. destination sites.

c. Since air transportation regul ations basically provide
for only one trip per year under EM. aut horizations, the maxi num
anount of |eave feasible in the conmand annual | eave schedul e
shoul d be authorized. In-country |eave should al so be
schedul ed.

d. The entire authorized absence, including tine spent in a
travel status, is charged to the nenber’s |eave account.

e. Geat care nust be exercised in the execution of | eave
aut hori zations in conjunction with

(1) tenporary additional duty, or

(2) tenporary duty.

Cct ober 2002 CD



1050-220
22 Aug 2002
Page 1 of 1

MILPERSMAN 1050-220

RECRUITING ASSISTANCE LEAVE PROGRAM

Responsible [ CNO (N13) Phone: DSN 225- 3304
Office COM| (703) 695-3304
FAX| (703) 695-3311

1. What Is the Recruiting Assistance Leave Program?

a. Menbers on reqgul ar | eave between “A” or “C school or
apprenticeship training and their first permanent duty station
may participate in a programof 5 consecutive days of assistance
to recruiting.

b. This assistance includes but is not limted to the
following itemns:

(1) regularly schedul ed school canvassing visits,

(2) speaking at recruiting functions and civic
activities,

(3) followup of PRO NAVY-RTC referrals, and

(4) acconpanying recruiters on honme visits.

2. How to Document Participation

a. After conpletion of recruiting assistance, nenbers mnust
obtai n docunentation of participation by endorsenent fromthe
Navy Recruiting District.

b. Upon reporting to next duty station, such docunentation
will constitute the authority for personnel officers and
personnel support activity detachnments to credit nenber with up
to 5 days of non-chargeabl e | eave.
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MILPERSMAN 1050-230

LEAVE FOR MIDSHIPMEN

Responsible [ CNO ( N13) Phone: DSN 225- 3304
Office COM| (703) 695-3304
FAX| (703) 695-3311

1. Leave for Midshipmen

a. Superintendent, United States Naval Acadeny, may grant
| eave to m dshi pnen

(1) under such policies and procedures as the
Superi ntendent may prescribe, and

(2) in such amobunts as are not inconsistent with the
obj ectives of the academi c and practical curricul a.

b. Such |eave as nay be granted will be granted as a
privilege and m dshipmen will not be considered to “earn” | eave
as an accessory to their duty.

2. Policy for Naval Reserve Midshipmen

a. Mdshipnmen, Naval Reserve, under instruction at civilian
institutions, are on inactive duty and neither earn nor use
leave in a mlitary sense.

b. Commanding officers, to whom m dshi pnen report for
training duty, may grant short periods of |eave for recreation
in such anpbunts as are not inconsistent with the training
program
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MILPERSMAN 1050-240

LEAVE FOR NAVAL ACADEMY MIDSHIPMEN CANDIDATES WHO
ARE GRADUATES OF NAVAL ACADEMY PREPARATORY SCHOOL

Responsible | CNO ( N13) Phone: DSN 225- 3304
Office coM| (703) 695-3304
FAX| (703) 695-3311

1. Article Purpose. This article pertains to |leave granted to
m dshi pnen candi dat es between graduati on from Naval Acadeny
Preparatory School (NAPS) and entrance into the Naval Acadeny.

2. Authority to Grant Leave

a. Commanding O ficer, Naval Acadeny Preparatory School, is
authorized to place in a | eave without pay (LWOP) status, with
their consent, those m dshi pnen candi dates who have graduated
f rom NAPS.

b. Accrued | eave shall be expended prior to placing a
m dshi pman candi date in a LWOP status

3. Rights While in LWOP Status. Wile in a LWOP st at us,
m dshi pnmen candi dat es

a. are not entitled to pay and al | owances;

b. are subject to court-martial jurisdiction;

c. are entitled to Navy hospitalization, if injured; and
d. do not earn | eave.

4. What LWOP Periods are Creditable For. Periods of LWOP, as a
m dshi pnen candi date, are creditable for

a. basic pay conputation purposes,
b. conputing retired pay based on years of service, and

c. determning eligibility for voluntary retirenent.
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MILPERSMAN 1050-250

FOREIGN LEAVE TRAVEL

Responsible [ NAVPERSCOM Phone: DSN 882-4200
Office ( PERS- 4540) cov (901) 874-4200
FAX 882- 2693

Governing BUPERSI NST 1050. 11G
Directives NAVPERS 15559B, O'ficer Transfer Mnual, Chapter 2
NAVPERS 15909F, Enlisted Transfer Manual,
Chapter 23
OPNAVI NSTI NST 4650. 15
NAVVEDCOM NST 6230. 3

1. Policy. Navy personnel may visit any place outside the
United States wi thout obtaining perm ssion from Navy Personnel
Command ( NAVPERSCOM) except those countries and pl aces specified
i n BUPERSI NST 1050.11G.  The responsibility for obtaining trave
information and for conplying with the laws of the countries
and/or places to be visited rests with the prospective traveler.
Menbers planning to travel with famly nenbers shoul d be aware
that the requirenments for civilians are not necessarily the sane
as those for mlitary personnel.

2. Foreign Leave Travel Authorization. Unless prohibited by
conpetent authority, commandi ng officers may, under this article,
authorize foreign | eave travel to those countries and pl aces not
requiring prior approval by NAVPERSCOM Policy pertaining to the
granting of foreign | eave travel in connection with tenporary
additional duty orders is contained in NAVPERS 15559, Chapter 2
and NAVPERS 15909F, Chapter 23. Policy for menbers w shing
foreign | eave travel authorization in connection wth permanent
change of station (PCS) orders is contained in OPNAVI NST 4650. 15.

NOTE: Foreign |eave shall not be granted to a nmenber who is in a
di sciplinary status, is under investigation for a crimnal charge
or security violation, or is considered not to be a creditable
representative of the Navy.

3. Special Request. Personnel desiring to visit countries
and/ or places specified in BUPERSI NST 1050.11G requiring prior
approval by NAVPERSCOM may submt a request in triplicate to
NAVPERSCOM ( PERS- 454), via their conmanding officer or reporting
senior. The endorsenment shall include a recomendation for
approval or disapproval. Requests shall state the time period in
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which | eave travel will take place and whether the travel wll be
undertaken during regular | eave or during delay authorized in PCS
orders. For nmenbers with PCS orders in hand, a copy of the
orders shall be enclosed with the request. Requests should be
forwarded in time to allow a m ni mumof 3 weeks processing tine
but not nore than 3 nonths prior to the planned commencenent of
travel. Message replies will be made only in extrene cases fully
docunented on the incom ng request. Background information is
required in requests for travel to countries specified in

BUPERSI NST 1050.11G as fol | ows:

a. Border crossing points and dates, conplete itinerary
Wi thin each country to be visited, and nethod of travel in each
country.

b. Full name, with date and place of birth, of each famly
menber who woul d acconpany the nenber.

c. Nane, relationship, and address of any rel atives residing
in each country to be visited, if applicable.

d. Nane, relationship, and address of any person to be
visited in each country, if applicable.

e. Security clearance held.
f. Sensitivity of recent past and present assignnents

g. Passport nunber, date, and place of issue (including that
information for fam |y nmenbers who will acconpany the nmenber).

h. Specify reasons why travel is desired.
NOTE: Personnel visiting or traveling through Comuni st
controlled countries should not deviate from approved pl anned
| eave/travel itineraries.

4. Alien Members/ Dual National Members

a. Alien nenbers of the naval service who return to their
country of origin may be subject to certain inpositions or
controls by the laws of that country which could result in
consi derabl e i nconveni ence or hardship. In sone cases alien
menbers have been drafted into the armed forces of their native
country or prosecuted for draft evasion. Simlar problens may
al so be encountered by dual national nmenbers of the naval service
who visit their non-U S. country of nationality. Generally, such
dual nationality may arise in the follow ng cases:
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(1) Menber born in foreign territory to parents at | east
one of whomis a U S. citizen.

(2) Menmber born in the United States to parents at | east
one of whomis a citizen of another country.

(3) Menber born with one parent who is a United States
citizen and one parent who is a citizen of another country
regardl ess of place of birth.

(4) Menmber born in foreign territory to non-U. S. citizen
parents and nenber eventually becones a naturalized U S. citizen.

b. In sone cases, the problens of dual nationals are
resolved by an international protocol relating to mlitary
obl i gation of dual nationals. The inconveni ences and/or |egal
difficulties of alien or dual national nenbers are mnimzed to
sonme extent by agreements concerning the status of U S. forces.
However, such agreenents have not been concluded with al
countries and usually apply only when the nmenber is on official
duty assignnment in the country concerned. In order to reduce the
potential for such problens, nenbers taking |eave to a country of
which they are a citizen (except in the case of the Philippines
covered in M LPERSMAN 1050-260) should verify that no probl em
with the other country s draft laws is anticipated prior to
commencing travel to such country. In this regard, assistance
may be obtained fromthe Ofice of the Judge Advocate Ceneral
(I'nternational Law Division), Navy Departnment, Washi ngton, D.C,
20350.

5. Passports and Visas

a. Requirenments for passports vary in each country. It is
strongly recommended that nenbers and their famlies apply for a
touri st passport if there is any doubt as to whether one will be
needed.

b. Mlitary personnel are not required to obtain visas for
many countries provided they present proper mlitary
identification. The DD 2, Arned Forces ldentification Card
(ACT), is the mninmumrequirenent. Tenporary ID cards are not
acceptable in nost countries. Visas may be obtained in the
principal cities of the world fromthe enbassy or a consul ate of
the country to be visited. The addresses of foreign diplomtic
representatives and foreign counselor offices in the United
States are listed in the Congressional Directory which is readily
avai l abl e in naval general libraries and nost public libraries in
the United States.
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6. NATO Countries. Mlitary personnel performng | eave travel
in or through NATO countries shall carry in addition to PCS
orders or | eave authorization, an executed copy of their
NAVEURGEN 1320/ 2, Armed Forces Leave Orders, in conpliance with
the Status of Forces Agreenent. A supply of NAVEURGEN 1320/ 2 may
be reproduced locally utilizing BUPERSI NST [1050. 11G The NATO
countries normal ly accept the NAVEURGEN 132072, exenpting the
bearer fromthe passport and visa. Famly nenbers are required
to hold a valid passport in which they are described as
acconpanyi ng a nenber of a force. The NATO countries are:

Bel gi um Luxenbourg
Canada Nor way

Denmar k Por t uga

Ger many Spai n

France The Net her| ands
Greece Tur key

I cel and United Ki ngdom
Italy United States

7. Immunization Requirements. Navy personnel and their famly
menbers shall follow the i munization requirenments for foreign
| eave travel per NAVMEDCOM NST 6230. 3.

8. MAC Transportation

a. The nmenber who is performng the travel is responsible
for maki ng transportation arrangenents. “Space avail able”
accomopdations for |leave travel via the Mlitary Airlift Command
(MAC) can be expected to be very difficult to obtain and may be
avai lable only to internedi ate or adjacent destinations. It is
i nperative that personnel attenpting to travel on a space-
avai |l abl e basis have sufficient funds to defray travel expenses
via commerci al means and to cover the cost of hotel
accomodat i ons when del ayed or when passage by MAC is
unobt ai nabl e.

b. Navy personnel on |leave or liberty will be in an
appropriate uniformwhen traveling on DOD-owned or controlled
aircraft unless civilian attire is authorized due to | ocal
extenuating circunmstances for political or personal safety
reasons or as required by the Foreign O earance Guide. This
policy applies to personnel traveling on mlitary and MAC
contracted (Category B) civil aircraft departing frommlitary
airfields and commerci al gateways. Refer to the current issue of
the Foreign O earance Guide regardi ng individual country’s
uniformand civilian clothing restrictions. |In conpliance with
regul ati ons governing MAC transportation, all countries through
which travel is or may be required shall be specifically |isted
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on the | eave authorization or in the detaching endorsenent on PCS
or ders.
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MILPERSMAN 1050-260

LEAVE/EMERGENCY LEAVE IN THE REPUBLIC OF THE
PHILIPPINES

Responsible [ CNO (N13) Phone: DSN 225- 3304
Office com (703) 695-3304
FAX (703) 695-3311

Governing DCOD Forei gn O earance Cuide
Directives BUPERSI NST 1050. 11G

1. General Requirements

a. Menbers, requesting |leave in Republic of the
Philippines, are required to submt a country cl earance request.

b. 1In the case of energency |eave, travel my conmence
imedi ately after the cl earance request nessage has been sent;
however, a cl earance nessage nust be sent.

c. Consult the DOD Foreign Cl earance Guide and BUPERSI NST
1050. 11G for information concerning

(1) travel requirenents, and

(2) specific format and content of the cl earance
request .

d. The DOD Foreign C earance CGuide also lists requirenments
for Filipino servicenenbers and their famlies who are non-
i mm grant residents of the U S

2. Status Of Forces Agreement (SOFA) No Longer Exists

Following withdrawal of U S. Mlitary Forces, there is no |onger
a Status O Forces Agreenent (SOFA) with the Philippines.
Therefore, the situation and conditions for travel to and within
t he Philippines have changed significantly for U S. personnel.
See the description of the situation bel ow
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3. Passports and Visas. The requirenents are as foll ows:

a. To enter the Philippines, passports are required; and

b. to stay longer than 21 days by non-Filipino citizens,
vi sas are required.

4, Financial Situation

a. The financial situation within country is as foll ows:

(1) U. S disbursing and check cashing facilities are not
avai | abl e.

(2) Sufficient funds and/or travel ers checks shoul d be
brought to the Philippines to defray expenses incurred.

(3) Personal checks are not considered acceptabl e tender
by | ocal nerchants or hotels.

(4) Alimted check cashing facility is avail able, but
is restricted to individuals

(a) assigned tenporary duty/tenporary additional
duty to netro Manila, or

(b) on energency | eave.

b. Contact U S. Defense Attaché Oficer (USDAO Manila for
further instructions.

5. Travel Arrangements. The situation for nmaking travel
arrangenents is as foll ows:

a. Travelers will pay travel tax on tickets purchased in
t he Phili ppi nes.

b. There are no U.S. travel agencies, i.e., personnel
transportation offices, avail able.

c. It is highly recomended that all travelers have return
tickets in hand prior to entering the Philippines.

Cct ober 2002 CD



1050-260
22 Aug 2002
Page 3 of 3

6. Other Conditions. O her significant existing conditions and
requi renents are as foll ows:

a. Personnel are not exenpt from paynent of inport and
export taxes and custons duties.

b. Personnel are subject to Philippine civil and crim nal
| aw and procedure.

c. Visitors may be required to pay immgration and alien
regi stration fees.

d. The U S. Enbassy will only provide those services
provided in any other foreign countries.

e. Al personnel should ensure conplete preparations are
made prior to travel to the Philippines.
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MILPERSMAN 1050-270

ADMINISTRATIVE ABSENCES

Responsible | CNO (N13) Phone: DSN 225- 3304
Office COM| (703) 695-3304
FAX| (703) 695-3311

Governing DCOD Directive 1327.5 of 24 Sept 85
Directives NAVPERS 15559B, Officer Transfer Manual
NAVPERS 15909G Enlisted Transfer Manua

1. Definition. Administrative absence is a period of

aut hori zed absence, not chargeable as |eave, to attend or
participate in activities of a sem-official nature, to benefit
t he Departnent of Defense (DCD).

2. Policy

a. Care must be taken that the absence contenplated falls
clearly within the criteria provided. |If it does not, the
absence nust be handl ed under normal |eave or liberty
procedures. The criteria are to be narrowy construed.

b. Admnistrative absence in excess of 30 days nust be
aut hori zed by the Navy Personnel Command ( NAVPERSCOM) (PERS-4).

3. General Purposes for Which Authorized. Adnmi nistrative
absence may be authorized for the foll ow ng general purposes:

a. Attendance at neetings sponsored by non-federal
societies and organi zations directly related to nmenber and the
Navy.

b. Attendance at neetings related to the DOD Credit Union
Program

c. Participation in and support of conpetitive sports
events.

d. Attendance as a witness at crimnal proceedi ngs
i nvol ving public interest.
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e. Participation in other prograns of the Navy enhancing
menber’ s val ue.

4. Attendance at Meetings. Attendance at neetings, sponsored
by recogni zed non-f ederal

a. technical

b. scientific,

c. professional nedical,

d. professional |legal, and

e. professional ecclesiastical
soci eties and organi zati ons, when the neetings bear direct
relationship to the nenber’s professional background, or prinmary
mlitary duties, and clearly enhance the nenber’s value to the
servi ce.
5. Attendance DOD Credit Union Meetings. Attendance of a

menber of the Board of Directors of a DOD credit union at
nmeet i ngs of

a. associations,
b. |eagues, or
c. councils

formed by DOD credit unions, the purpose of which is directly
related to the DOD Credit Uni on Program

6. Participation in and Support of Sports. Participation in
conpetitive sports events, and essential support of participants
in conpetitive sports events.

7. Attendance as a Witness. Attendance in response to a

a. subpoena,
b. summons, or

c. request in lieu of process

Cct ober 2002 CD



1050-270
22 Aug 2002
Page 3 of 3

as a witness at a state crimnal investigative proceedi ng or
crimnal prosecution involving substantial public interest, such
as major crinmes in which the nenber woul d be an essenti al

W t ness.

8. Participation in Other Navy Programs. Participation in

ot her official or sem-official prograns of the Navy, for which
tenporary additional duty or tenporary duty is not appropriated,
which wi Il enhance the nmenber’s

a. value to the Navy, or
b. understandi ng of the Navy, and
c. their relationship to it.
9. 1Issuance of TAD Orders. Policy pertaining to the issuance

of tenporary additional duty authorization orders, for
adm ni strative absences, is contained in

a. NAVPERS 15559B, and

b. NAVPERS 15909G
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MILPERSMAN 1050-280

DEFINITION OF LIBERTY

Responsible | CNO (N13) Phone: DSN 225- 3304
Office COM| (703) 695-3304
FAX| (703) 695-3311

Governing

. . DOD Directive 1327.5 of 24 Sept 85
Directive

1. Definition: Regular Liberty. Regular liberty is a
routinely authorized absence, at the end of which the nenber is
actually on board or in the location fromwhich the nenber
regularly commutes to work, which lasts fromthe end of norma
wor ki ng hours on one day to the begi nning of normal working
hours the next workday.

2. Definition: Weekend Liberty. For nenbers whose duty hours
follow a traditional American work week, weekend liberty will be
fromthe end of working hours Friday afternoon until the

begi nni ng of normal working hours on the follow ng Monday.

3. Definition: Equivalent Weekend Liberty. For nenbers who
wor k ot her schedul es, conmanding officers will ensure an
equi val ent weekend liberty, though days of the week may vary.

4. Maximum Length of Liberty Period. Except for public holiday
weekends or public holiday periods specifically extended by the
President, regular liberty periods will not exceed 3 days in

| engt h.

5. Definition: Special Liberty

a. Special liberty is liberty granted outside of regular
| iberty periods for unusual reasons, such as

(1) energencies,
(2) to exercise voting responsibilities of citizenship,

(3) for observance of nmmjor religious events, requiring
the individual to be continuously absent fromwork or duty, or
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(4) for special recognition.

b. Special liberty will normally not exceed 3 days; under
certain circunstances, 4 days special |iberty may be authori zed.
c. Special liberty periods of 3 to 4 days are intended as

conpensati on for
(1) unusually | ong working hours,

(2) menbers on-board ship in overhaul away from hone
port, or

(3) as recognition’s for exceptional perfornmnce.

6. Definition: 3-Day Special Liberty. 3-day special |iberty
is aliberty period designed to give a servicenenber 3 full days
absence fromwork or duty, usually beginning at the end of

nor mal wor ki ng hours on a given day and expiring with the start
of normal working hours on the 4'" day, e.g., from Monday evening
until Friday norning.

NOTE: When a 3-day liberty enbraces only regular liberty tine,
such as a Saturday and Sunday with a Monday or Friday national
hol i day, when schedul ed work hours are not included, the tine
off is treated as regular liberty.

7. Definition: 4-Day Special Liberty. 4-day special |iberty
is aliberty period designed to give a servicenenber 4 full days
absence fromwork or duty, usually beginning at the end of

nor mal wor ki ng hours on a given day and expiring with the start
of normal working hours on the 5'" day, and including at |east

2 consecutive non-work days, e.g., from Wdnesday evening unti
Monday norni ng.

8. Restrictions on Combining Liberty and Other Absences.

DOD Directive 1327.5 places specific restrictions on conbining
regular liberty with special |iberty and special |iberty with
| eave. Refer to M LPERSMAN [1050- 290.
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MILPERSMAN 1050-290

Poricy CONCERNING LIBERTY

Responsible | CNO ( N13) Phone: DSN 225- 3304

Office COM| (703) 695-3304
FAX| (703) 695-3311

G?vern%ng DOD Directive 1327.5 of 24 Sept 85

Directive

1. General Policy. Commuanding officers may grant |iberty for

any period of 4 days or less. An instrument of comrmand

managenent, liberty is normally granted to persons not required

to

a. be physically present to conplete unfinished work

assi gnnent s,

b. for additional

c. to maintain a |level

of operational

essential work, or

r eadi ness.

2. Liberty for In-Port Duty on Holidays. \Wen possible, grant
menbers liberty followi ng in-port duty on national holidays,
using the rules in table bel ow

WHEN ... AND ... THEN ...
this liberty is it should fall on

gr ant ed, the 15 work day
foll owi ng the
hol i day.

the holiday is a |the nenber has duty on |[give Minday off as

Sat ur day, Friday (the federally liberty.

observed day),
the holiday is a |the nenber has duty on |give Tuesday off as
Sunday, Monday (the federally liberty.

observed day),
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3. Prohibitions/ Limitations/ Exceptions to Granting Liberty.
Use the following instructions before granting liberty to a
menber:

a. Menmbers with di seases:

(1) Do not grant liberty to nmenbers under treatnent for
i nfectious or contagious diseases, while in an infectious stage,
except in cases of urgent personal matters.

(2) Before granting liberty to a menber with an
i nfecti ous or contagious disease the officer in command shoul d
first consult with the nmenber’s physician to determ ne the
safety to the public of allowing a nmenber to go on liberty.

b. Restrictions on Conbining Periods of Liberty and/or
Leave:

(1) Do not grant liberty periods in succession or use
liberty in series by inmediately recommencing after return to
duty.

(2) Do not conbine periods of Special Liberty with
Regul ar Liberty in order to exceed restrictions regarding 3 and
4 day Special Liberty.

(3) Do not conmbine liberty periods with | eave when
| eaving the i medi ate geographic area, as defined by the | ocal
command, of the duty station.

(4) Do not conbine Special Liberty with | eave, at any
time, per DOD Directive 1327.5.

c. Liberty with tenporary duty (TDY) or tenporary
addi tional duty (TAD):

(1) Liberty may not be authorized at the beginning or
end of a period of TDY or TAD in order to extend the period of
TDY/ TAD, per DOD Directive 1327.5.

(2) This prohibition does not include normal liberty
periods which do not result in an extension of the period of
TDY/ TAD.

4. Extending Liberty Period. When a nenber requests an
extension of an authorized |iberty period and the tine, |iberty
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that portion exceeding the

be charged to the nenbers | eave account.

Use the foll ow ng

rules in the table below to consi der

Friday or Monday as a

hol i day, when a regular holiday falls on a weekend:
WHEN public holiday THEN ...
falls on ...
Sat ur day, the preceding Friday also wll
be consi dered a hol i day.
Sunday, t he proceedi ng Monday also w ||

be consi dered a hol i day.

or within authorized dates of

the hol i days are charged as

| eave, | eave.
NOTE: Personnel not on duty are in a regular liberty status on
hol i days.

6. Public Holidays and Dates.

Publ ic holidays are set up by

| aw and wil |
prevent .

be observed except when mlitary operations
The following table lists public holidays and the

dates they are to be observed:

HOLIDAY

DATE OBSERVED

New Year’s Day

1 January

Martin Luther King

the third Monday in January

Washi ngton’s Birthday

the third Monday in February

Menori al Day

the | ast Monday in May

| ndependence Day 4 July
Labor Day the first Monday in Septenber
Col unbus Day t he second Monday i n QOctober

Vet er ans Day

11 Novenber

Thanksgi vi ng Day

the fourth Thursday in Novenber

Chri st mas Day

25 Decenber

O her

when directed by proper
| aw

aut hority under

7. Depriving Liberty

a. Subject to the Mnual
awar ded by courts-marti al

puni shnent) can result

for Courts-Martial, restriction
or at Captains Mast (nonjudicial
in deprivation of |iberty.
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b. Do not construe assignnment of extra duties to include
deprivation of liberty on shore except during the hours when
extra duties are perforned. Upon conpleting the assigned daily
extra duty, grant liberty if the nmenber is normally entitled to
it.
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MILPERSMAN 1050-300

ARMED FORCES LIBERTY PASS

Responsible | NAVPERSCOM | Phone: DSN 882- 3466/ 3467
Office ( PERS- 332) COM| (901) 874-3466/ 3467
FAX 882- 2766

Governing | NAVSUP P-2002D, Navy Stock List of Publications,

Directive Forms, and Directives
1. Policy

a. The DD 345, Armed Forces Liberty Pass, shall be used to
control the authorized absence (other than | eave) of enlisted
menbers in pay grades E-1 through E-3. E-4 through E-6 may be
i ssued DD 345 when, in the judgnent of the comrandi ng officer or
senior officer in the chain of command, it is deened necessary
for security, operational, or other special circunstances.

b. Awvalid DD 2 (ACT), Arned Forces ldentification Card,
i ssued according to this Manual, will be used with the Arned
Forces Liberty Pass to identify an enlisted nenber on authorized
absence not classified as |eave.

2. Liberty Pass Not Required. An Arned Forces Liberty Pass is
not required for E-1 through E-3 assigned to shore stations
within the continental United States.
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3. Instructions for Issuing the Liberty Pass. Wien a |liberty
pass is required, the DD 345 shall be issued per the follow ng:

a. Conplete blocks on the DD 345 as follows (self-
explanatory itens omtted):

Block Name Required Information
Service U S. Navy
Card No. (For local control)
Or gani zati on (Enter title of issuing activity)
Time Limts (May be used to indicate limtations or

addi tional information prescribed by the
| ocal comander. Any entry nust be self-
expl anat ory.)

Si gnature and (Type nanme and grade of the issuing officer
Grade of Issuing |under the signature.) An officer, a master
Oficer chief, senior chief, or chief petty officer,

or acivilian (G55 or above) specifically
desi gnated by the commandi ng of ficer, shal
sign the DD 345.

b. DD 345 is printed in five colors (red, blue, green,
sal non, and yellow) to aid in maintaining | ocal control

c. Supplies of this formmay be requisitioned from
cogni zance “I” Stock, Naval Supply Systens, as specified in
NAVSUP P-2002D, Navy Stock List of Publications, Fornms, and
Directives. Local reproduction is not authorized.
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MILPERSMAN 1050-310

APPELLATE LEAVE

Responsible | NAVALA Phone: DSN 325- 0100

Office COM (202) 685- 0100
FAX 325- 0606

Governing | orn\aAvI NST 1050. 1A

Directive

1. Policy

a. A nmenber who has been sentenced by court-martial to be
di sm ssed or to receive an unsuspended punitive discharge and
who has conpl eted all awarded confinenment, may be placed on
appel | ate | eave pendi ng conpl etion of appellate review. A
menber may request appellate | eave or be placed on nandatory
appellate | eave. Both types of |eave require approval of the
of fi cer exercising general court-martial (GCM or special court-
martial (SPCM jurisdiction over the nenber.

b. Prior to being placed on appellate | eave a nenber nust
be transferred to the appropriate Transient Personnel Unit,
Naval Station or Naval Air Station for tracking and appellate
| eave processing.

2. In this Section. This section covers these topics.

See
Topic MILPERSMAN

Request appell ate | eave 1050- 320
When the Conveni ng Authority acts 1050- 330
Mandat ory appel | ate | eave 1050- 340
Appel | ate revi ew 1050- 350
Procedure for recalling a nmenber from appellate | eave 1050- 360
Appel | ate | eave statenment of understandi ng 1050- 370
Letter format for change of status to nandatory 1050- 380
appel | ate | eave
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MILPERSMAN 1050-320

REQUEST APPELLATE LEAVE

Responsible | NAVALA Phone: DSN 325- 0100
Office coM (202) 685-0100
FAX 325- 0606

1. Scope. Menbers sentenced by court-martial to dismssal or
to receive an unsuspended punitive discharge, but whose sentence
has not yet been approved, may request appellate | eave provi ded
all confinement (if any) has been conpleted. The request nay be
approved at the discretion of the commander exercising court-
martial authority, if in his or her opinion the best interest of
t he naval service would be served by granting the nenber’s
request.

2. Checklist. Follow the steps below if the nenber’s appellate
| eave request is approved.

Step Action
1 Ensure nmenber understands that transportation to sel ected
| eave address will be at his or her own expense.

2 |Arrange for separation physical (including HV test) to
be conpleted within 90 days prior to commencenent of
appel | ate | eave.

3 |Ofer nenber formal inpatient treatnent prior to
separation if diagnosed as drug and/or al cohol dependent
(see M LPERSMAN 1910-800).

NOTE: |f menber accepts treatnent, appellate | eave may
not commence until treatnment is conpleted or term nated.
Ensure nenber’s acceptance/ not acceptance i s docunented
in the service record.

4 Counsel nenber on right to petition the Naval C enency
and Parol e Board using NAVSO 5815/4 (Wi ver of C enency
Revi ew) or NAVSO 5815/2 (Request for
Restoration/ C enency). A copy of the docunent nust be
filed in the service record.

NOTE: Waiver of C enency Review docunent is not required
for personnel with sentence adjudged on or after 5
Novenber 1993 if approved confinenent is | ess than

12 nont hs.
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Step

Action

Counsel nenber regarding shi pnent of personal property
and/ or househol d goods. Eligible nenbers nust submt a
witten request to the General Court Martial Convening
Aut hority/ Special Court Martial Convening Authority for
approval per Joint Federal Travel Regul ations (JFTR).
Property should not be transferred to a Navy storage
facility.

For menbers stationed in Continental United States
(CONUS) without fam |y nmenbers, househol d goods (HHG
shi pment is not authorized (JFTR U5317).

For nenbers with famly nenbers stationed in CONUS,
travel and househol d goods shi pnment may be authorized at
the discretion of the convening authority if deened in
the best interest of the nenber or their famly and the
United States (see JFTR, paragraph U5370-J1).

For nmenbers stationed outside CONUS, famly nenbers’
travel and HHG shi pnent will be authorized or approved to
the hone of record when the GCM authority determ nes such
to be in the best interest of the Governnent (see JFTR
par agr aph U5370- D8 and U5240-2).

Revoke nenber’s security clearance per OPNAVI NST 5510. 1H

\‘

Revoke nenber’s private vehicle base decal

Confiscate all governnent-issued clothing, uniformor
civilian, and all property of the governnent except one
overcoat, if needed, as provided in Supply System Conmand
Manual , NAVSUP Publication |, Supply Ashore, Volune 11,
par agr aph 25940.

Confiscate I D card of nmenber and dependents.

I ssue new identification cards with an expiration date of
6 months from date of issue. Successive cards may be
reissued for up to 3 nonths until discharge is effected.

11

Have nmenber read, initial and sign Appellate Leave

St at enent of Understandi ng (see M LPERSMAN |1050-070).
File original in service record and provide a copy to the
menber .

12

Verify service record pages for conpl eteness and
accuracy. Enter appropriate entry to docunent action.

13

Provi de nmenber with copy of NAVCOWT 3065 (Leave Request
Aut hori zation Forn). File a copy in the service record.
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Step Action
14 |[Submt Source Data Systeni Diary Message Reporting System
(SDS/ DVMRS) entry to change accounting category code to
393 and file copy in the service record:
Oficers: SDS activities use M)3 event
DMRS activities use H3 TAC
Enlisted: SDS activities use M25 event
DMRS activities use 376 TAC
15 |Submt DIJMS SBO1 transaction wth type code R (for
appel | ate revi ew) per DFAS PTG paragraph 10255 (for
nmenbers requesting to be paid for all accrued |eave), and
term nate pay and al |l owances, including Sel ected
Reenl i st nent Bonus paynents, as outlined in article
B10365 of the DFAS-CL (DIMS).
16 |Go to M LPERSMAN [1050- 030

NOTE: |f convening authority action is not received
within 60 days of court-martial, initiate tracer action
via nessage to the convening authority, with follow up
tracer every 30 days thereafter. Include inmediate
superior in conmmand and O fice of the Judge Advocate
General on second and subsequent tracer actions.
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Responsible
Office

NAVALA

DSN
COoM
FAX

Phone:

325- 0100
(202) 685-0100
325- 0606

1. What to do when the CA acts

once the convening authority acts:

Take the foll ow ng actions

IF the
convening
authority ... and ... then ...
di sapproves/ t he separate the nenber by reason of EAGCS
remts/suspends |nmenber’s (see M LPERSVAN [1910-7104) .
the punitive expiration
di schar ge/ of active
di sni ssal , obl i gat ed
service
(EAOS) has
expired,
t he recall the menber (if on request
menber’ s appel l ate | eave) to active duty and/or
EACS has process for adm nistrative separation
NOT per M LPERSMAN 1910- 100\
expired,
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IF the
convening
authority and ... then
approves the the nmenber is |the convening authority (CA) may place
punitive NOT on the nenber on mandatory appell ate
di schar ge/ request | eave (see M LPERSMAN 1050-040)
di sm ssal , appel l ate
| eave,

the menber is
on request
appel l ate

| eave,

submt the foll ow ng Source Data
System Di ary Message Reporting System
(SDS/DMRS) transactions to effect

reduction, forfeiture, confinenent,
etc., and file copies in the service
record.
Oficers: N/A
Enlisted: SDS activities use

D10 event
DMRS activities use NAVPERS 1070/607
(Court Menorandunj .

drop nenber from active strength.

N/a
UMIDS E503 transaction

Oficers:
Enl i st ed:

DMRS activities use 950 TAC.

subnmit an Activity Loss Code to
NAMALA U C. 47353.

Officers: UMIDS L01/E503 transaction
activities use L9 TAC
Enlisted: UMIDS L20/E503 transaction

activities use 680 TAC

file a copy of Court-Martial
Promul gati ng Order and CA's action in
t he service record.

send letter to nenber for Change of
Status to Mandatory Appell ate Leave
(see M LPERSMVAN 1050- 080) .

Cct ober 2002 CD



1050-330
22 Aug 2002
Page 3 of 3

IF the
convening
authority and ... then
approves the the menber is [send Personal Financial Record Vi a
punitive on request certified mail to:
di schar ge/ appel | ate
di sm ssal, | eave, Director

Defense Finance and Accounting Service
Cleveland Center

1240 E. 9th St

Cleveland OH 44199-2055

send service/medical/dental records
via certified mail to:

Commanding Officer

Navy and Marine Corps Appellate Leave
Activity (NAMALA)

Bldg 111 Washington Navy Yard

901 M St SE

Washington, DC 20374-5083

NOTE: Menber may wai ve Appellate
Review by filing a waiver within

10 days of the CA s action. \Wiver
can be verified with the CA or Nava
Legal Service Ofice. If a waiver is
filed, execute the punitive discharge
per MILPERSMAN 5815-010; do not
transfer records to NAMALA or place
member on mandatory appellate leave.

If the nmenber has waived or w thdrawn
from appel | ate revi ew under

R CM 1110, Mnual for Courts-
Martial, 1984, provide the nenber, by
certified mail, a copy of the judge
advocate’s review and action by the
of ficer exercising CGeneral Court
Martial jurisdiction under R C M
1112.
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MILPERSMAN 1050-340

MANDATORY APPELLATE LEAVE

Responsible | NAVALA Phone: DSN 325- 0100
Office coM (202) 685-0100
FAX 325- 0606

1. Considering Factors. Once the convening authority has
approved an unsuspended punitive discharge or dism ssal and al
confinement (if any) has been conpl eted, the nenber may be

pl aced on mandatory appell ate | eave by the officer exercising
court-martial jurisdiction over the nmenber. The foll ow ng
factors require consideration prior to approving mandatory
appel | ate | eave:

a. The nenber’s service record;

b. The offense(s) of which convicted and sentence adjudged;

c. The commanding officer’s recommendation, if applicable;

d. The staff judge advocate/legal officer’s reconmendati on;

e. \Wether the nenber has denonstrated a |ikelihood of
productive and beneficial service to the Navy by renaining on
active duty pending appellate review,

f. Any hardship or other adverse consequences which the
menber may experience if required to take mandatory appellate

| eave;

g. Any other pertinent information that the nenber
consi ders appropriate; and

h. Best interest of the service.
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2. Checklist. Follow the step below if the nenber’s appellate
| eave request i s approved.

Step

Action

1

Arrange for separation physical (including HV) to be
conpl eted within 90 days prior to commencenent of appellate
| eave.

O fer menber formal inpatient treatnent prior to separation if
di agnosed as drug and/ or al cohol dependent.
(see M LPERSMAN|1910- 800)

NOTE: |f menber accepts treatnent, appellate |eave can not
commence until treatnent is conpleted or term nated. Ensure
menber’ s acceptance/ non-acceptance i s docunented in the
service record.

Counsel menber on right to petition the Naval C enency and

Par ol e Board using NAVSO 5815/4 (\Waiver of C enency Review) or
NAVSO 5815/ 2 (Request for Restoration/C enency). A copy of
the document must be filed in the service record.

NOTE: C enmency docunent is not required for personnel with
sent ence adjudged on or after 5 Novenber 1993 if approved
confinenent is |less than 12 nonths.

Counsel nenber regardi ng shipnent of personal property and/or
househol d goods. Eligible members must submit a written
request to the General Court Martial Convening
Authority/Special Court Martial Convening Authority for
approval per Joint Federal Travel Regul ations (JFTR)

Property should not be transferred to a Navy storage facility.

For menbers stationed in Continental United States (CONUS)
wi thout fam |y nenbers, household goods (HHG shipnent is not
aut hori zed (JFTR U5317).

For nmenbers with famly menbers stationed in CONUS, travel and
househol d goods shi pment nay be authorized at the discretion
of the convening authority if deened in the best interest of
the menber or their fanmily and the United States (see JFTR

par agraph U5370-J1).

For nenbers stationed outside CONUS, famly nenbers’ trave
and HHG shi pnent will be authorized or approved to the honme of
record when the General Court Martial authority detern nes
such to be in the best interest of the Governnent (see JFTR
par agr aph Us370-D8 and U5240-2).

(&)

Revoke menber’s security cl earance per OPNAVI NST 5510. 1H

Revoke menber’s private vehicle base decal
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Step

Action

Confiscate all government-issued clothing, uniformor
civilian, and all property of the governnent except one
overcoat, if needed, as provided in Supply System Comrand
Manual , NAVSUP Publication |, Supply Ashore, Volune 1|1

par agr aph 25940.

(0]

Confiscate I D card of nenber and dependents.

I ssue new identification cards with an expiration date of 6
nonths from date of issue. Successive cards may be reissued
for up to 3 months until discharge is effected.

10

Have nmenber read, initial and sign Appellate Leave Statenent
of Understandi ng (see M LPERSMAN [1050-070). File original in
service record and provide a copy to the nenber.

11

Verify service record pages for conpl eteness and accuracy.
Enter appropriate entry to docunent action.

12

Provi de nmenber with copy of NAVCOWT 3065 (Leave Request
Aut horization Forn). File a copy in the service record.

13

Submt Source Data System Di ary Message Reporting System
(SDS/ DVRS) entry to change ACC to 393 and file copy in the
service record:

Officers: SDS activities use MO3 event
DMRS activities use H3 TAC

Enlisted: SDS activities use M25 event
DMRS activities use 376 TAC

14

Submt DIMS SBO1 transaction with type code R (for appellate
review) per DFAS PTG paragraph 10255 (for nenbers requesting
to be paid for all accrued | eave), and term nate pay and

al | owances, including Selected Reenlistnment Bonus paynents, as
outlined in article B10365 of the DFAS-CL (DJIMS).

15

Send personal financial record via certified mail to:

Director

Defense Finance and Accounting Service
Cleveland Center

1240 E. 9th St

Cleveland OH 44199-2055
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Step

Action

16

Send service/ nedi cal/dental records via certified nail to:

Commanding Officer

Navy and Marine Corps Appellate Leave Activity (NAMALA)
Bldg. 111 Washington Navy Yard

901 M St SE

Washington DC 20374-5083

NOTE: Menber may wai ve Appellate Review by filing waiver
within 10 days of the CA's action. \Wiver can be verified
with the convening authority or Naval Legal Service Ofice.
If a waiver is filed, execute the punitive discharge per
MILPERSMAN 5815-010; do not transfer records to NAMALA or
place member on mandatory appellate leave.

If the menber has waived or withdrawn from appellate review
under R C M 1110, Manual for Courts-Martial, 1984, provide
the nmenber, by certified mail, a copy of the judge advocate’s
review and action by the officer exercising GCM jurisdiction
under RC M 1112.
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MILPERSMAN 1050-350

APPELLATE REVIEW

Responsible | NAVALA Phone: DSN 325- 0100
Office comv (202) 685-0100
FAX 325- 0606

1. Procedures. Follow these procedures upon conpl etion of
appel l ate revi ew.

IF ... THEN ...
the punitive |execute punitive discharge in accordance with
di scharge is |[Supplenental Court Martial Oder (see M LPERSVAN
af firned, 5815-010).
Forward service record to Naval Reserve Personnel
Center, New Ol eans, LA
Forward heal th/dental records to Departnent of
Veterans’ Affairs
Pay menber (if pay record is still held locally)
by check, any remaining credit bal ance after
maki ng checkage for Sel ected Reenlistnment Bonus
or other indebtedness, if applicable.
the findings [JAGw ||l notify the proper authority to determ ne
and sentence |whether or not a rehearing is practicable and

are set wi || conducted, or whether the charges wll be
aside and a |di sm ssed.
reheari ng

aut hori zed,
a rehearing |coordinate with NAVALA for return of records to

i s ordered, t he gai ni ng command or the appropriate transient
personnel unit, naval station, or naval air
station which supports the authority that ordered
t he reheari ng.
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IF ... THEN ...
the findings |recall menber for full duty or process for
and sentence |adm nistrative separation (ADSEP) per M LPERSVAN
I ncl udi ng 1910- 126.
punitive
di scharge are |[NOTE: Officers wll be recalled per M LPERSVAN
set aside and [1I050-0701 Coordinate with Chief of Nava
char ges Personnel for orders.
di sm ssed
based on lack |Pay the nenber (if pay record is held locally)
of factual by check, the anmount found standing to his/her
guilt and not |credit, including conpensation for any | eave

on

credit unused at the tine of the discharge and

technicality, |m | eage all owance to which entitled

and if the (transportation in kind).

menber’ s EACS

has NOT

expired,

the findings |recall nmenber for full duty and reenlist with
and sentence |BUPERS approval or process for ADSEP per

i ncl udi ng M LPERSMVAN 1910- 126.

punitive

di scharge are
set aside and
char ges

di sm ssed
based on lack
of factual
guilt and not
on
technicality,
and i f the
nmenber’ s EAGCS
has expired,

NOTE: Oficers wll be recalled per M LPERSVAN
1050-070. Coordinate with Chief of Naval
Personnel for orders.

Pay the nmenber (if pay record is held lIocally)
by check, the amount found standing to his/her
credit, including conpensation for any |eave
credit unused at the tine of the discharge and
m | eage al l owance to which entitled
(transportation in kind).
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IF ... THEN ...
the findings |process for ADSEP per M LPERSMAN 1910-126
and sentence
I ncudi ng NOTE: Officers will be recalled per M LPERSVAN
punitive 1050- 070, Coordinate with Chief of Naval
di schar ge Personnel for orders.
are set
asi de and Pay the nmenber (if pay record is held locally) by
char ges check, the anount found standing to his/her
di sm ssed credit, including conpensation for any |eave
based on credit unused at the tine of the discharge and
technicality |nil eage al |l owance to which entitled
and if the (transportation in kind).
menber’ s
EACS has not
expired,
the findings |separate per M LPERSMAN| 1910-104
and sentence
I ncl udi ng NOTE: Officers will be recalled per M LPERSVAN
punitive 1050-070. Coordinate with Chief of Naval
di schar ge Personnel for orders.
are set
asi de and Pay the menber (if pay record is held locally) by
char ges check, the anount found standing to his/her
di sm ssed credit, including conpensation for any |eave
based on credit unused at the tine of the discharge and
technicality |[m | eage al |l owance to which entitled
and the (transportation in kind).
menber’ s
EACS has
expired,
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MILPERSMAN 1050-360

PROCEDURES FOR RECALLING A MEMBER FROM APPELLATE

LEAVE

Responsible | NAVALA Phone: DSN 325-0100

Office COM (202) 685-0100
FAX 325- 0606

1. Enlisted Members. Follow the steps below to recall an

enlisted menber from appel |l ate | eave for rehearing, resentencing
or restoration to full duty status.

Step Action

1 Activities holding the rehearing, resentencing or restoration
to duty issue recall orders in letter format to the nmenber’s
| ast known address via certified mail.

2 Request service/ heal th/dental records be forwarded to your
command from NAMALA Washi ngton DC or other activity.

3 Submt the follow ng event upon arrival of nenber on board:

DJMS
DMRS activities use 200 TAC

4 Ensure nmenber is placed in the appropriate Accounting Category
Code (AccC).

5 Submit the followi ng Source Data System (SDS) Diary Message
Reporting System (DMRS) event to adm nistratively return
menber to active strength:

SDS activities use G29 event
DMRS activities use 192 TAC

6 If the punishnent previously reported has been reduced or set
asi de by higher authority, and the reduction in puni shnent
affects the nmenbers pay (i.e. pay grade restored, fines or
forfeitures returned, etc.):

SDS activities use D10 event
DMRS activities use NAVPERS 1070/607 (Court Menorandum

7 If pay and all owances are not affected, make an appropriate
NAVPERS 1070/ 613 entry.

8 Request the nenber’s personal financial record (PFR) by

nmessage fromthe appropriate DFAS Code indicating the date
nmenber returned to duty (see Source Data System Procedures
Manual (SDSPROVAN) VOL Il arts B10205 and B10365).
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2. Officers. Follow the steps belowto recall an officer from
appel l ate | eave for rehearing, resentencing or restoration to

full duty status.
Step Action
1 Cont act Navy Personnel Conmand for recall orders.
2 Upon arrival of officer, submt:
UMIDS activities use SGO03 event
DMRS activities use G8 TAC
3 Ensure officer is placed in appropriate ACC.
4 Request the officer’s PFR by nessage fromthe appropriate DFAS

Code indicating the date officer returned to duty (see
SDSPROVAN VOL Il arts B10205 and B10365).
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APPELLATE LEAVE STATEMENT OF UNDERSTANDING

Responsible | NAVALA Phone: DSN 325-0100
Office 00V (202) 685-0100
FAX 325- 0606

1. Statement.

Cct ober

Provi de the bel ow statenent of understanding to
all nmenbers placed on appel |l ate | eave.
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APPELLATE LEAVE STATEMENT OF UNDERSTANDING (1)

Name : | ssN:

PRIVACY ACT STATEMENT “Under the authority of 5 U S. C. 301,

DOD Directive 1327.5 and M LPERSMAN |1050- 100, information regardi ng your
current and future | eave address is requested in order to grant you

| eave pending appellate review. The information provided by you wll
becone a pernmanent part of your service record. The information will be
used to maintain an accurate record of your location to allow future
conmuni cati ons.”

Request Appellate Leave: | understand that | will be charged ordinary
leave until all accrued leave (if any) is exhausted.

Mandat ory Appel | ate Leave: My address while on appellate | eave will
| request to: be:

t ake accrued | eave
unti | exhaust ed.

My Per manent hone address is:
be paid al
accrued | eave.

take part of
accrued | eave and
be paid for part
of accrued | eave.

Forward all official correspondence to ny appellate |eave
addr ess/ per manent hone address (circle choice).

POINTS OF CONTACT

Adm ni strative Matters: Once on Mandatory Appellate Leave,

adm nistrative control will shift to Commanding Oficer, Navy and Marine
Corps Appellate Leave Activity (NAMALA), Washington Navy Yard, Bldg 111
901 M St SE, Washi ngton, DC 20374-5083, phone (202) 685-0100. NAMALA

will notified you of any change in your appellate |eave status.
Pay Matters: Your pay account will be frozen until final resolution of
your case and your pay record will be held by DFAS-C evel and, C evel and

Center, Anthony J. Cel ebreeze Federal Building, 1240 E 9th St, d evel and
OH 44199- 2055, phone (216) 522-5637. Al pay inquiries will be
addressed to DFAS d evel and.

Court Matters: Your court-martial record of trial will be forwarded to
Navy and Marine Corps Appellate Review Activity, Ofice of the Judge
Advocat e General, Washington Navy Yard, Bldg 111, Washi ngton DC 20374-
1111 for review and final determination in your case. Your appellate
defense attorney nmay be reached at (202) 433-4161

Cct ober 2002 CD




1050-370
22 Aug 2002
Page 3 of 3

APPELLATE LEAVE STATEMENT OF UNDERSTANDING (2)

INT

UNDERSTANDING

| understand that | must advise ny commandi ng of ficer of any
change of ny | eave address, pernmanent honme address, and the
address for which all official correspondence nay be sent.

| understand that | amrequired to keep ny Page 2, (NAVPERS
1070/ 602), Dependency Application and Record of Emergency Data
current.

| understand that while on appellate leave | amstill on active
duty and subject to orders of conpetent naval authority.

I understand that the appellate review can take several nonths
and | will remain on appellate |eave until | am di scharged,
unless | amordered to return for duty by proper authority to
conplete ny service obligation, for admnistrative separation, or
for a rehearing.

| understand that if the convening authority approves an
unsuspended punitive di scharge/dismissal, | nmay be placed on
mandat ory appellate | eave at the discretion of the convening
authority.

| understand that if the punitive discharge/dismssal is set
aside, | may be processed for admnistrative separation
separated, or recalled for a hearing.

I have been counsel ed on ny rights concerning appellate revi ew
and have been infornmed that | may wai ve appellate review within
10 days of receipt of convening authority’s action or w thdraw
fromappellate review at a future date.

I understand that | amnot eligible to utilize Air Mbility
Command for space available travel, or travel to a foreign
country outside the United States and its territories.

I understand that my dependents and | are eligible for nedica
treatnent through the Uniforned Service Medical Treatnent
Facilities. Al civilian medical care clains are processed by
Oficer in Charge, Naval Ofice of Medical/Dental Affairs, G eat
Lakes, |IL 60088-5200. Tel ephone nunber is 1 (800) 876-1131

| certify that | have read and understand this statenent of
under st andi ng regardi ng appel |l ate | eave, and have been provided a

copy.

MEMBER’ S SIGNATURE WITNESS SIGNATURE APPROVING OFFICER SIGNATURE
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MILPERSMAN 1050-380

LETTER FORMAT FOR CHANGE OF STATUS TO MANDATORY
APPELLATE LEAVE

Responsible | NAVALA Phone: DSN 325- 0100
Office COM| (202) 685-0100
FAX 325- 0606

1. The Letter. Send the nenber the following letter when his
or her status is changed fromrequest appellate |eave to
mandat ory appel | ate | eave:

5800
Code/ Seri al No.
Dat e

From Commanding O ficer/ O ficer In Charge

To: Rat e/ Rank, Name, SSN (plus designator for officers)

Subj :  CHANGE OF STATUS TO MANDATCRY APPELLATE LEAVE

Ref: (a) (Court-martial convening authority)
(Special / General) Court-martial O der Nunber
of
(b) SECNAVI NST 1050. 1A
(c) JAGWAN 0152 (only if automatic reduction to E-1 is executed)

1. Reference (a) approves the punitive di scharge awarded at your
court-martial. Per reference (b), your status has changed from
request appellate |leave to nmandatory appell ate | eave.

2. You have been reduced to pay-grade E-1 as ordered executed in
accordance with reference (a) or (c).

3. Keep your new command i nforned of any changes to your |eave or
hone address. You nmay wite to your Commandi ng Officer at Navy and
Mari ne Corps Appellate Leave Activity, Washington Navy Yard, Bldg 111
901 M St. SE, Washington, DC 20374.

4. You remain subject to orders of conpetent naval authority unti
di schar ge
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MILPERSMAN 1050-390

ADMINISTRATIVE LEAVE

Responsible | NAVPERSCOM Phone: DSN 882- 4439

Office ( PERS- 832) COM| (901) 874-4439
FAX 882- 2624

Governing SECNAVI NST 1050. 1A

Directive SECNAVI NST 5510. 30A

1. Policy. Menbers who have conpl eted adm nistrative

separation may voluntarily request adm nistrative | eave pending

final

2. Description of Types of Administrative Leave.

di sposition by the separation authority.

There are

three types

of adm nistrative |eave, which a service nenber my

request. Carification of the three types are:
Type Description

Leave | f the nmenber has earned |l eave to their credit and
is in a pay status, nenber nmay be granted | eave with
pay and all owances not to exceed the anmount of |eave
accunul ated to date, plus the | eave nenber will earn
while in a full pay and all owance | eave status. |If
a nenber is serving a sentence which includes
unsuspended, partial forfeiture of pay, nenber can
be paid only that part of their pay and all owances
which is not forfeited.

Leave | f a menber has no |eave to their credit as of the

wi t hout current date or is in a non-pay status (e.g., nenber

pay and is serving a sentence which includes unsuspended

al | onances |forfeiture of all pay and all owances), nenber nay be
granted | eave wi thout pay and al | owances.
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Leave Leave with full (or partial) pay and all owances,

i ncluding |when exhausted, nay continue as | eave w thout pay

| eave and al |l owances. The | eave authorization shal

wi t hout reflect the kind of |eave granted and shall contain

pay and no indication that the nmenber is to report to their

al | owances |station upon expiration of |eave. Menber shall be
pai d accrued pay and all owances, but no m | eage or
transportation in kind is authorized by |aw for
menbers granted | eave for this purpose.

3. Procedures to Place a Member on Administrative Leave.

Fol l ow the bel ow steps if the nmenber indicates a desire to take
adm ni strative | eave.

Step

Action

1

Ensure nenber understands in witing that
transportation to the | eave address selected will be at
their own expense.

Have nmenber read, initial, and sign Adm nistrative
Leave Request (see Exhibit 1).

bt ai n approval fromthe commandi ng officer for
adm nistrative | eave. Provide copy of approval request
to the menber and file original in the service record.

Arrange for separation physical (including HV test) to
be conpleted within 90 days prior to commencenent of
adm ni strative | eave.

Ofer nmenber, in witing, formal Level |1l inpatient
treatment prior to separation if diagnosed as drug
and/ or al cohol dependent.

NOTE: |f menber accepts treatnent, they may not
commence administrative |leave until treatnent is
conpleted or term nated. Ensure acceptance/ non-
acceptance i s docunented on a NAVPERS 1070/ 613,

Adm ni strative Remarks, which beconmes a permanent part
of the nenber’s service record to preclude future

di sputes as to whether or not treatnment was offered.

Counsel nenber regarding shi pnent of personal property
and/ or househol d goods, if eligible.

Revoke nenber’s security clearance per SECNAVI NST
5510. 30A.

Revoke nmenber’s private vehicle base decal if
appl i cabl e.
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Confiscate all governnent-issued clothing, uniformor
civilian, and all property of the government, except

one overcoat and one uniform if needed, as provided in
Supply Systens Comrand Manual , NAVSUP Publication |

Supply Ashore, Volune |I, paragraph 25940.

10

Confiscate I D card of menber and dependents.

11

| ssue new identification cards with an expiration date
of 2 nonths fromdate of issue. Successive cards may
be reissued for up to 2 nonths until discharge is
effected. The cards shall be overstanped (or |abel ed)
“ADM NI STRATI VE LEAVE.”

12

Verify service record pages for conpl eteness and
accuracy. Enter appropriate entry to docunent action.

13

Provi de menber with copy of NAVCOWPT 3065 (Leave
Request Authorization Form. File a copy in the
service record.

14

Submit SDS/ DVRS entry to change ACC to 382 and file
copy in the service record:

Oficer: SDS activities use M03 event DVRS activities
use H3 TAC
Enlisted: SDS activities use M25 event DVRS activities
use 376 TAC

15

Submit SDS event LV1 (or I NDEF LV on NAVCOMPT 3060,
Mlitary Pay Order for non-SDS activities), and

term nate pay and al | owances, including SRB paynents,
as outlined i n SDSPROVAN and PAYPERSVAN

UPON APPROVAL OF SEPARATION

16

Prepare all separation paperwork per M LPERSVAN
1910- 800

17

Send applicabl e separati on paperwork to the nmenber via
regi stered mail
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EXHIBIT 1

4. Administrative Leave Request. Once a nenber has been fully
processed for adm nistrative separation, and final disposition
is pending fromthe separation authority, a nenber may request
adm ni strative | eave using the follow ng form

ADMINISTRATIVE LEAVE REQUEST

NAME. SSN:

PRI VACY ACT STATEMENT: “Under the authority of 5 U S.C. 301, DOD Directive 1327.5
and M LPERSMAN 1050- 390, information regarding your current and future | eave address
is requested in order to grant you | eave which you have requested pending revi ew of
your adnministrative separation case. The information provided by you will becone a

per manent part of your service record. The information will be used to maintain an
accurate record of your location to allow future conmunications.”

Pendi ng conpl eti on of ny My address while on admnistrative
adm ni strative separation, | hereby | eave will be:

request that | be granted:

Leave without pay and
al | onwances; or Leave
until exhausted, then | eave without
pay and al | owances

INITIAL UNDERSTANDING
| understand that while on such leave | amstill on active duty
and subject to orders of conpetent naval authority.
| understand that | will remain on administrative | eave until | am
di scharged, unless | amordered to return for duty by proper
authority.
| understand that if | amordered to return to naval custody, | am

responsi ble for returning at ny own expense.

| understand that if | fail to return to naval custody after being
so ordered, | will be declared a deserter and nmay be court-
martial ed and/ or reprocessed for admnistrative separation upon ny
return to mlitary jurisdiction.

I understand that | must advise ny command of any change(s) of ny
address and the current address provided will be the one to which
all official correspondence will be addressed.

Member’s signature and date |

Commanding Officer’s
signature (“By direction” |APPROVED
authorized) and date DISAPPROVED
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MILPERSMAN 1050-400

ACCRUED LEAVE CREDITABLE UPON RETIREMENT

Responsible | NAVPERSCOM Phone: DSN 882- 3246
Office ( PERS- 823) COM| (901) 874-3246
FAX 882- 2622
g?vern}ng DFAS- DIMS, Procedures Traini ng Gui de (DFAS PTG
irective

1. Policy

a. Accrued |eave, creditable at the tinme of retirement, is
conpensable in a | unp-sum paynent not to exceed 60 days of basic
pay. M LPERSMAN [7220- 340| states that no nenber can sell back
nore than 60 days during a mlitary career at the rate in effect
the day prior to the date of retirenent.

b. If the nmenber is continued on active duty upon
retirement, the |unp-sum paynent of accrued | eave shall be nade
upon subsequent release fromactive duty at the rate in effect
on the last day of the active duty.

c. Paynment for |eave accrued prior to 1 Septenber 1976,
which is referred to as saved | eave, will include basic pay,
basi ¢ al |l owance for quarters, and basic all owance for
subsi stence. Paynment for |eave accrued on or after 1 Septenber
1976 will include basic pay only.

2. Absence on Leave at the Time of Retirement

a. Absence on leave at the tine of retirement or transfer
to the Fl eet Reserve, without the necessity of return to the
separation site, if this is desired, should normally be granted
when requested to preclude the loss of |eave and to mnim ze
accrued | eave.

b. If leave without return to the separation site is
desired, the nmenber nmust actually have retirenent or transfer to
the Fl eet Reserve orders in possession and have conpl eted
separation processing prior to departure on | eave. The
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retirenent or transfer to the Fl eet Reserve date nust occur
foll ow ng conpletion of the authorized | eave peri od.

c. Admnistrative and disbursing office procedures are
cont ai ned i n DFAS- PTG

3. Retirement Leave. Menbers desiring retirenent |eave nust
submt a notification to Navy Personnel Command ( NAVPERSCOM
(PERS-82) coincident to the request for retirement. This
notification is for the purpose of ensuring that retirenent
orders are issued prior to | eave commencenent. The approval of
retirement |eave rests solely with the nmenber’s comuandi ng

of ficer or reporting senior.
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CONSECUTIVE OVERSEAS TOURS LEAVE TRAVEL ENTITLEMENT

PoLIcY

Responsible | CNO ( N13) Phone: DSN 225-3322

Office Ccov (703) 695-3322
FAX 225- 3311

Governing |Joint Federal Travel Regulations (JFTR),

Directives paras. U5120-G and U7200
OPNAVI NST 4600. 16E
1. Policy Reference. Consecutive overseas tours (COTI) |eave

travel is described in JFTR, para. U7200.

2. Relationship to Overseas Tour Extension Incentives.

A Servi cenenber who receives COT | eave trave
any incentive under Overseas Tour

for sane overseas tour.

shal | not receive
Ext ensi on I ncentive Program

3. Criteria. The table belowlists criteria that entitles a
menber to COT | eave travel.

WHEN ...

AND is ordered to ...

THEN ...

a Servi cenmenber
is stationed
out si de

conti nent al
United States

( OCONUS) ,

a COI at same pernmanent duty
station (PDS) involving two
full Departnment of Defense
(DOD) area tours, or

make a permanent change of
station (PCS) from one PDS
OCONUS t o anot her PDS OCONUS,

is entitled
to receive
COrT | eave
travel .
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Unl ess COT travel is deferred

Command ( NAVPERSCOM ,

and

b. cognizant branch head for officers,

followng rules wll

apply to execution of COTl | eave travel:

WHEN home of record (HOR) is in
continental United States
(CONUS)

THEN COT leave shall be taken
in conjunction with

PCS order, with no tenporary

duty (TEMDU) provision,
requires Servicenenber to

traver se CONUS,

CONUS cr ossi ng.

there is TEMDU in CONUS as part
of PCS,

TEMDU i n CONUS.

WHEN HOR is OCONUS

THEN COT leave shall be taken
in conjunction with ...

travel between duty stations,

or may be deferred by nenber.

5. Deferment of COT Leave Travel

a. Deferment of COT | eave travel,
only be approved by NAVPERSCOM when unusual

wi ||

relating to tabl e above,
ci rcunst ances

precl ude nenber or dependents fromtaking COT | eave while in

CONUS.

b. Requests nust be submtted to NAVPERSCOM and
aut hori zation received, prior to nenber’s transfer.

c. Requests for deferred | eave travel
is required to traverse CONUS to conpl ete PCS,

f orwar ded to NAVPERSCOM

(1) (PERS-40C) for enlisted personnel,

when Servi cemenber
shoul d be

and

(2) cognizant branch head for officers.
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6. Re-Tour Without Change in PDS. In connection wth a re-tour
not involving a change of PDS,

a. full DOD area tour nust be conpleted before | eave trave
entitlement accrues; and

b. Ileave travel may be taken between end of first conplete
area tour and start of second conplete area tour, unless
Servi cenenber elects to defer performng COT | eave travel until
after reporting for second tour. In that case, COT |eave travel
must be perfornmed before expiration of 1l-year after date on
whi ch Servi cenenber begi ns consecutive tour of duty at sane PDS
OCONUS.

7. Deferment When Not Traversing CONUS

a. A Servicenenber or dependents who are
(1) not required to traverse CONUS to conpl ete PCS, or

(2) are authorized or approved by NAVPERSCOM t o defer
COT | eave travel in connection with travel covered by table
above,

may elect to defer performng COT | eave travel until after
Servi cenenber reports to new PDS OCONUS

b. Consecutive overseas tours |eave travel nust be
performed before expiration of 1 year after date on which
Servi cenenber begi ns consecutive tour of duty at new PDS OCONUS
unl ess nenber is assigned to a contingency operation as
desi gnated by Secretary of Defense.
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8. Dependent COT Leave Travel. Rules for COT | eave travel are
given in table bel ow
WHEN THEN
dependent s they may travel with Servicenenber at tine
are entitled Servi cenenber is granted COT | eave travel, or

to COT | eave
travel ,

travel independently of Servicenenber.

NOTE: COT |eave travel nust be perfornmed before
expiration of 1 year after date on which

Servi cenenber begi ns consecutive tour of duty at
same PDS or reports to another PDS OCONUS.

COT | eave
travel is
deferred,

dependent PCS travel entitlenment will be limted
to direct travel between old and new PDSs.

dependent s

| eave travel
on a re-tour
is deferred,

cost limt of |eave travel, when taken, is

descri bed in JFTR, para. U7200-C.

9. Cost Limits

of COT Leave Travel. Dependents are able to

begin PCS travel

anytinme after receipt of PCS orders by

Servicenmenber. Cost |limts for dependent travel will be as
specified in table bel ow
WHEN ... AND ... THEN ... AND
PCS travel is a COT |leave |[cost limt of
begun by travel travel
dependent s, entitlenent |[entitlenent is
on their described in
behal f is JFTR, para.
used, U7200- C.
there is no COr | eave nmust be perforned
PCS, but rather travel before expiration of
a re-tour at entitlenent for |1 year after date on

same PDS, with
or without a

change of
activity or
unit

identification
code,

whi ch Servi cenenber
begi ns consecutive
tour of duty at same
PDS, cost to be
limted to round trip
cost to appropriate

| eave travel point.

dependent s
shal |l not begin
until

Ser vi cenenber
conpl etes first
prescri bed
acconpani ed- by-
dependents area
tour,
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10. Travel Exceeding HOR Distance

a. Requests for COT | eave travel to any place farther
distant than to HOR should be forwarded to Chief of Naval
Operations (CNO (NL130E), Travel and Transportati on Branch
Chi ef, for action.

b. Authorization by CNO (N130E) may be granted for unusual
ci rcunst ances, i.e.,

(1) nmenber’s old and new PDS and HOR i n sane geographic
| ocation, or

(2) travel to HOR in conjunction with travel via
desi gnated | ocati on of dependents (JFTR, para. U5120-G when
bot h HOR and desi gnated | ocation of dependents are in sane
country.

c. Requests nust be submtted, and authorization received,
prior to nenber’s transfer.
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